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I. THE PREPARED PASTOR

Men who are not effective public speakers have built effective churches because they knew how to deal with people. This quarter we will be dealing with the personal side of the pastoral ministry. I have turned to this area of my Bible college notes more than all the others combined be​cause of the practical steps it provides in the ministry of celebration, comfort and ceremony.

And you will have an opportunity to use these notes—sometimes under trying conditions. I have encountered various twists in the problems and plea​sures of public ministry and I want to share my experiences with you.

A. The Opportunity
At some point in life, almost everyone wants a pastor. It seems some peo​ple come to church for only three occasions: to hatch, to match and to be dis​patched. Even today, in an ever-more-secular society where people live as though God does not exist—or at least doesn’t play any significant part in the way they live their lives—people find there are times when they want, really want, a pastor.

On those public occasions, the pastor is front and center, in a “priestly” role. How do we speak effectively in these situations—whether to faithful church attendees or to a crowd of strangers? This quarter focuses on the keys to significant ministry in celebration, comfort and ceremony.



The responsibilities of a pastor today are many:

· He Counsels
· He Comforts
· He Conducts
· He Communicates
Therefore, preaching is the tip of the iceberg. Preaching is the part of the ministry that is most often visible. Yet, the biggest portion of ministry is below the surface and not usually readily seen. A minister must learn flexibility.

It is said that you can judge a carpenter by his scrap pile, and a potter by the size of his field. Skillful men have a small percentage of rejects. Great pastors save, conserve, mold and use men. They are builders of men. The worth of a preacher is judged by the churches he builds, not the ones he tears up.

Ninety percent of men who fail to build good churches do so as a result of not being able to get along with others. Some men are by nature more adapt at bringing division than harmony. They pile up so much opposition to themselves that progress is impossible.



His Challenge: What is our opportunity in the ministry of celebration, comfort and ceremony?

· Put the best foot forward for the church

· Serve as a reminder to all present that God needs to be considered

B. The Obligation
What is the role of the pastor at such meetings?

1. To Represent God

No one needs to tell the assembled people that these special moments of time partake of eternity and that things of great moments are taking place. No one needs us to proclaim that this is a unique event, never to be repeated, in which we are all privileged par​tici​pants. All of this is unmistakably obvious.

So why are we, the pastor, there? We are there to say God. We are there to focus the over​flowing, cascading energies of joy, sorrow, delight or apprecia​tion, if only for a moment but as long as we are able, on God. We are there to show God personally. To say His name clearly, distinctly, unapologetically, in prayer. We are there to say it without hemming and hawing, without throat clearing and without shuffling.

All men and women hunger for God. The hunger is masked and misin​terpreted in many ways, but it is always there. On these great occasions of cel​ebration, comfort and ceremony there are people in attendance who otherwise never enter our churches. People often do their best to keep God at a distance. These people are not accustomed to being around pastors. But we stand there as a reminder. 

2. To be in the Center, but not Central
At weddings, love is cele​brated. At funerals, death is dignified. At baptisms and dedications, the sheer wonder on new life up​stages all else. At anniversaries and graduations, ground breakings and inaugurations—the various commu​nity occasions when achievements are recognized and ventures launched—the collective admi​ra​tion or anticipation produces a groundswell that absorbs everything else. And so it happens that on the occasions in our ministry when we are most visi​ble—out in front giving invocations and benedictions, directing ceremonies and delivering addresses—we are scarcely noticed.

3. To Guide the Ceremony but Not Compromise the Gos​pel
The experi​enced pastor is often the professional. Yet he is also the priest. God’s Word and God’s ways prevail even in times of formality. He speaks during our celebrations, our comforts and our ceremonies. Not only does He speak, but He is relevant. 

C. The Occurrence
How should the minister conduct himself to achieve these objectives?

1. Be Prepared

Consider the needs of the participants and the situation more than yourself.

Plan so that you minister to everyone present.

Prepare so that you make the message a strong statement. 

Carefully consider the order of your presentation for maximum impact.

Know your material so that you are comfortable with it and are free to concentrate on your listeners.

Practice your material repeatedly until it is as professional as possible.

Prepare excellent visuals to augment the message and make it clear to your listeners.

Provide clear, relevant, specific evidence to support each point in the presentation.

Carefully prepare the place so that everything you will need is available. 

2. Control Nervousness
Nervousness, at least the reasonable kind, is rarely no​ticed by an audience. A natural level of nervousness, by the way, is a healthy thing. The adrenaline is pumping—your body is getting ready to do your best. Don’t fight it; use it to your advantage.

3. Remember Names
Remembering people’s names and having a good memory is a learned skill of an effective pastor. The secret to a good memory is concentration. Too often we are more concerned about our own impression rather than the person to whom we are introduced.

People who are noted for remembering names suggest these three “secrets” for remembering names:

· Impression. When you are introduced to a person listen to hear the person’s name distinctly and get a clear impression of the person. We must keep in mind that what we really want to do is to remember peo​ple—their names are secondary. So it is important to give people your total atten​tion, become genuinely interested in them and want to remember them. Re​membering names is only an offshoot of the desire to remember the people behind the names. Therefore, we should get a clear impression of the person whose name we wish to remember. Otherwise remembering names becomes a kind of gimmick, merely to prove our prowess in remembering, when it should be the result of our desire to make the other person, not ourselves, feel important.

· Repetition. You can remember almost anything if you will only repeat it often enough. The Al-Azhar University in Cairo, Egypt, has many thousands of students. To enter the University, each of these students had to repeat from memory the Koran, the Mohammedan Bible. The Koran is about as long as the New Testament; three days are required to repeat it. You could learn to repeat the New Testament from memory if you start on it and keep at it. You will have no difficulty in remembering a name if you will only repeat it often.

· Association. The strongest bond you can form in remembering names is to have an association between the facial impression and some pic​ture the name suggests.

4. Use Memory Techniques
Our memory increases when we effec​tively order and structure information we want to remember using the criteria the brain uses for retrieval.

Memory Pegs
	#
	Word
	Picture

	1
	Run
	

	2
	Zoo
	

	3
	Tree
	

	4
	Door
	

	5
	Hive
	

	6
	Sick
	

	7
	Heaven
	

	8
	Gate
	

	9
	Wine
	

	10
	Den
	

	11
	Eleven (Football)
	

	12
	Shelve
	

	13
	Hurting
	

	14
	Courting
	

	15
	Lifting
	

	16
	Licking
	

	17
	Leavening
	

	18
	Waiting
	

	19
	Pining
	

	20
	(Horn-of) Plenty
	

	21
	Dueling Gun
	


Assignment: 

Memorize the memory pegs and use them for a memorization demonstration.

5. Avoid Distractions.

· Stand confidently. 

· Balance yourself on two feet, maintaining good posture.

· Don’t lean on the podium.

· Button coat.

· Don’t place your hands in your pockets.

· Use vocal variety, eye contact and body language.

· Speak loudly enough so that those on the back row can hear.

6. Practice Dramatic Reading.
There are five oral speaking skills: emphasis, pausing, pace, modulation and phrasing. When addressing a con​gregation it is normal to use ordinary conversational levels of the five oral speaking skills. However, the pressure of minis​tering in celebration, comfort and ceremony may restrict our natural emphasizing abilities. We may ap​pear dull, flat and have an unnatural monotone. Developing the skill of dramatic reading will help us overcome these natural barriers in getting our ideas across to our listeners.




Preparing a dramatic reading:

· Read the material several times, concentrating on the essence of the author’s message.

· Mark the reading for emphasis and flow. Write word pronuncia​tion above any dif​ficult words. Place a double slash where you want to pause. Underline what you want to stress (if typing you can use all capital letters). Exclamation point what you want push. Place a large question mark in from a question.

· Practice your marked message until you are able to convey it with emphasis and feeling.

7. Be Skilled in the Use of Audio-Visual Aids

Visuals are sometimes necessary—to display a sketch, promote a design, explain statistics. Use them. But don’t overuse and abuse them. Visuals are like drugs. There is a danger of becoming over-dependent.

For too many communicators, visuals are a substitute for speaking. They don’t have to deliver a talk; they just have to “introduce” each visual.

Boring! Remember when friends invited you over for dinner to watch their slides from their recent trip: “And here’s the trail [slash of the slide]. And the waterfall [slash the slide]. And here we are in front of the waterfall [slash the slide].

Yet communicators do much the same thing when they deliver a presenta​tion that is a series of comments sandwiched in between visuals.

This is a leadership book—not some technical manual—and you have to decide whether you want to be a leader or a technician. If you want to resign yourself to a technician’s role, keep on introducing a series of visuals. But if you aim to be a leader, let the visuals be a prop, not a crutch.

When a communicator subordinates himself to the visuals and makes his talk little more than captions for a disjointed series of pictures, he is stepping down from the role of leader. The communicator who lets a machine make his points for him only debases his own authority; he becomes a technician. As he diminishes his qualifications, he demolishes his chance to become a leader.

Does that mean we should never use visuals? Of course not. A visual makes a great appetizer or dessert—but not the whole meal! Visual aids should reinforce the message, not replace it!

You use audio-visual aids to help your listeners understand your message more easily and completely, to dramatize your ideas and to provide you with visible notes.

There are many types of aids: chalk board, flipchart, overhead projection, slides, film, film strip, handouts, display board, wall charts, maps, exhibits, models and enlarged photographs. The choice of visual depends upon the size of your audience, the message content, the number of visuals required, the cost, the time to prepare and the degree of permanency.

After planning each point you want to make ask yourself, “Would my listeners understand this point more readily by using some visual aid?” Gen​erally, feelings and narrative are best of​fered orally; new facts or data, num​bers or trends, and direct comparisons are most effective and memorable when presented using visual aids. If “yes,” select the visual aid that would be best. Prepare each visual aid keeping in mind the following:

· Clarity—Is the visual completely understandable after looking at it for less than ten seconds?

· Relevancy—Does the visual aid accurately reflect the point being made? Does it in​troduce information beyond or different from this point?

· Professionalism—Is the visual pleasing to the eye? Does it reflect the professional image you want to convey?




An easy acronym sums up the do’s and don’ts about SLIDES:

· Slogan: Make the caption under each visual a slogan, a punch phrase, or a one sentence line. Don’t write an epistle.

· Large: Put the print of the slogan in large caps.

· Illustration: Keep the illustration, picture, or graph simple and uncluttered.

· Directional: Don’t use a directional stick or pointer. It’s too distracting.

· Erase: Erase one picture before you move to the next one. Other​wise it detracts from your message. Turn off the light of a transparency pro​jector when it is not being used. (Be careful not to turn it off until the bulb has had time too cool.)

· Speech: Don’t read your speech from a series of visual captions. Your audience can read. You are imparting a message, not a series of intro​ductions to visuals.




Consider using visual aids in the following situations:

· The presentation of data. Financial reports. The mere reading of data might be diffi​cult for the audience to comprehend.

· Listing more than three items. Examples: Steps in a procedure, a series of alterna​tives to a problem, or key factors in describing a situation.

· Flow charts. Example: Sequence of operation in a standard op​er​at​ing procedure.

· Schematic drawings. Examples: Display various parts of a pro​posed building and the program related to money, the location of rooms in a building.

· Use of analogies. Examples: “Balancing scales” to show the “weighing” of ideas; “containers filled with liquid with connecting pipes” to show flow of money in and out, etc.




Here is a brief instruction on the correct use of visual aids:

· The Chalk Board, or a White Board is even better. Use for tempo​rary material that you use once and then wipe away. Use colors to designate the different kinds of information. It is ideal for “unexpected” visuals that occur during a question and answer period or discussion.

· The Flip Chart. Use for permanent material that may be referred to again during the presentation. Use multicolor for emphasis. Select a chart with “grids” on pages so that it is easier to be neat and professional. Several pages can be prepared in advance giving opportunity for disclosing material at the needed time without time wasted drawing it.

· Overhead Projection. This is simple to prepare. The visual can be drawn on a clean, white sheet; then a transparency sheet is fed through a paper supply and the visual is “copied” onto the transparency sheet using a dry copying machine. You then add color to the transparency sheet. Even better, desktop publishing now allows you to prepare professional looking trans​par​encies and print them in color with little effort. It is excellent for larger groups; the image is much larger on the screen.

With all of these it is best to remove the visual once you are finished with it so that it does​n’t distract your listeners.

8. Dress Appropriately for the Occasion
It’s a fact of life: A pro​fessional person dressed in simple fashion, well groomed and in clean, appro​priate clothing, projects success.

Dress according to the image you want to project. The image will change somewhat de​pending on the city you’re in, the occasion, the people you are going to meet, the weather and the time of day.

If you buy clothing with your age, body-build and professional position in mind, it will keep your daily decisions about clothing simple and anxious-free.

Conservative dress is defined by the bankers and the politicians; do not allow your wife to dress you—they like fashion.

Basics to avoid in business settings:

· Mismatched or clashing clothes.

· Exaggerated future trends in grooming and apparel.

· Too much fragrance.

· Clothes that are too tight. (Snug clothes can magnify weight gain—or give the ap​pearance of one. It’s best to either lose weight, buy some new clothes or have the clothes let out.)

· Wearing running shoes.

· Bragging about or displaying your designer-label clothes.

· Outfits that aren’t fundamentally “you.” Contrived fashions (for example, western duds on a city person) may look ridiculous.

· Socks that allow bare leg to show at the bottom of slacks.

Since grooming is the cornerstone of good appearance, consider keeping a grooming kit in the office for “emergencies.” The kit might include fra​grance, comb, hairspray, mouthwash, toothbrush, toothpaste, mirror, shoe pol​ishing kit, spot-remover and razor.

Well-shaped, clean—and unbitten—nails, along with healthy cuticles, are important to both men and women.

Most importantly: Smile!

Remember: Good taste is mostly a matter of common sense, mixed with taking the time and thought necessary to constantly improve and refine your appearance.

D. Etiquette Tips

Etiquette is a way of making people feel at ease in any situation. The key to proper etiquette is consideration of others. The goal of etiquette is for all to avoid embarrassment or discomfort. Here are some basic etiquette tips that will serve us well in all social situations:

1. Some Basics
· At the dinner table, the guest of honor gets the seat of honor.

· In a restaurant, the lady is seated with the best view of the house. The gentleman enjoys the beauty of the lady.

· Place the napkin on your lap when the host or hostess does so.

· When choosing silverware, start from the outside and move inwards.

· When choosing glassware, start from the right.

· Your coffee cup is on your right.

· Your bread plate is on your left.

· Your knife should be place with the sharp edge directed at you, not other guests.

· At the end of the meal, place your used napkin, folded over, to the left of your plate.

· At the end of the meal, place knives and forks together diago​nally on your plate.

· A gentleman should acknowledge a lady’s departure from, and return to, the table.

2. No-No’s
· Not replying to invitations in good time.

· Not thanking your hosts.

· Not calling or apologizing for being late.

· Men not removing their hat inside.

· Not holding the door for someone coming after you.

· Not using the words “please” and “thank you” enough. 

E. The Discipline of Reading

In our age of mass media, the younger generation is finding it harder and harder to acquire the discipline of reading, and that may be one of the great​est losses of our times. Nothing substitutes for what can be found when we master books.

Paul gave evidence of his hunger for reading when he wrote to Timothy asking for parchments and books (II Timothy 4:13). Even at that older age, he was eager to grow. Some of us are not naturally given to reading, and it is hard for us. But to whatever extent we can press ourselves in this direction we should acquire the habit of reading systematically.

I am a student of biography, there is hardly a time in my home when I am not making my way through two or three biographical accounts. These books have poured priceless insights into my mind. Others will be drawn to psychol​ogy, theology, history, or good fiction. But all of us need to have at least one good book at all times, more if possible. When I visit with pastors who are struggling with their effectiveness, I often ask, “What are you reading lately?” It is almost predictable that if a pastor is struggling with failure in his ministry, he will be unable to name a title or an author that he has been read​ing in recent days. If he is not reading, the chances are strong that he is not growing. And if he is not growing, then he may rapidly slip into ineffectiveness.

II. CHURCH GOVERNMENT
Since the time of Christ there have been many organizations around the world claiming to be the true Church of God. Many of the splits and divisions within these organizations have been caused by changes in the doctrines of the administrating bodies or the beliefs of the individual members themselves.

When divisions over doctrinal changes occur, individuals who do not be​lieve in the changes have to choose whether to associate with others of similar beliefs in newly established organizations or to remain under their present administration. One factor affecting their choice is their belief in the where​abouts of the Government of God. Does the administration of any religious organization constitute God’s Government? Are we commanded to be under the authority of any administration?

A. What is Government?

The Concise Oxford Dictionary states that government is: “1. the act or manner of governing. 2. the system by which a state or community is gov​erned”. We need to think very carefully and thoughtfully about the above-mentioned definition of government. The dictionary states that manner means: “1. a way a thing is done or happens... 2. (in pl.) modes of life; con​ditions of society”. 

Authority means: “1. the power or right to enforce obedience. 2. (esp. in pl.) a person or body having authority, especially political or administrative” (quoted from The Concise Oxford Dictionary). Therefore, a person or body having authority to enforce obedience has the power to set in motion gov​ernment (the laws, rules and regulations they deem necessary to govern their subjects). The authority is not the government.

B. Who is Government?

Jesus said of Himself, “I am the way, the truth, and the life” (John 14:6). But what is the way of Christ? The Bible reveals God’s way to be His law, stat​utes and judgments. God’s way is referred to as: “a new and living way which He consecrated for us” (Hebrews 10:20). That “new and living way” has been documented in detail throughout the pages of the Bible.

Scripture explains that God’s way is the way of love—it is outgoing con​cern for the welfare of others, exemplified by God’s law. Romans 13:10, “Love worketh no ill to his neighbour: therefore love is the fulfilling of the law.”

God’s law is His way and God’s way is the act or manner in which He governs His Church. Therefore, God’s law, which would include His statutes and judgments, is His government.

There are two ways by which man can live—God’s way or his own way. God’s way is the right way, man’s way is the wrong way. God’s government (His way) is the way to lasting peace, happiness and prosperity. But man’s government (man’s way), which is contrary to God’s, has the opposite effect.

Mankind in general does not live God’s way. However, mankind can and does submit to God’s government in certain instances. The Bible confirms this by explaining: Romans 2:14-15, “For when the Gentiles, which have not the law, do by nature the things contained in the law, these, having not the law, are a law unto themselves: Which shew the work of the law written in their hearts, their conscience also bearing witness, and their thoughts the mean while accusing or else excusing one another.”

So, in certain instances, there are individuals who, not having been taught the ways of God, yield to God’s government. For example, if a married cou​ple both remain faithful to each other they are in fact yielding to God’s gov​ernment by enacting the seventh Commandment: “You shall not commit adultery”.

If one’s overall attitude of mind is not to steal, the person who does not steal has yielded oneself to God’s government by applying the governmental law: “You shall not steal”. Therefore God’s government is not limited to the administration of a religious body.

C. The Way of Government

God’s ministry has undoubtedly been endowed with the power and authority to govern. But in what manner is His ministry to govern? What has Jesus Christ given His ministry authority to do?

Organization within the Church is necessary and important. For God’s ministry organization is essential if they are to fulfill their responsibilities.

The Apostles understood that organization was necessary within the church if the church was to function in a way that reflects I Corinthians 14:40, “Let all things be done decently and in order.”

The Jerusalem church had to address the perils of rapid growth we see in some of today’s churches. Let’s look at a few of these perils before we ex​amine the solution the Jerusalem church enacted.

First, constant busyness, daily decisions and ever present needs tend to cause the congrega​tion to have an uncertainty of purpose. In the beginning, the ministry’s grand design may have been clear, but as the church grows, fewer people can recall the reason for all their activity.

Another peril is fuzzy priorities. A wider ministry sparks additional de​mands. As a result, church leaders may begin throwing aside yesterday’s pri​orities to put out today’s fires. Soon, what should be most important be​comes second to what is most urgent.

Also, along with rapid growth comes a tendency toward professionalism. Escalating min​is​tries sometimes hire a staff of pros to take over the work. The result: a church full of spectators. Instead, the church staff should equip the membership to minister by cultivating their spiritual gifts.

The final peril is a loss of individual significance. It’s easy to get lost in the crowd, to think no one cares about your problems. Just the size of the congregation is intimidating. Who wants to make waves by asking a ques​tion or stating a need?

When we have problems God always has solutions. You might think that almost anyone would have qualified to administer welfare—anyone who could ladle soup, carve a roast and carry a tray. But when “common” tasks are done for Christ they are sanctified and invested with a significance far greater than we ordinarily attach to them. What does it take to wait on tables for Jesus?

· A Group Man. “Look ye out among you.” The church was to select a man and he must be a believer, not an outsider. The word “look” is a Greek word episkeptomai that means to inspect or examine. The apostles did not want just the first seven vol​unteers; instead they instructed the congrega​tion to thoughtfully evaluate the men of the assem​bly and then choose seven.

· A Good Man. “Honest report.” A man of impeccable char​ac​ter. They had to be blameless. They could be trusted. They were not to be men who were one way to your face and another way behind your back. They were men who could be counted on, men whom one could entrust the destiny of the church. Not just anyone would do. God does not want infe​rior men, but superior men, for His service.

· A Godly Man. “Full of the Holy Ghost.” This is a trust in the power and direction of the Spirit, to be controlled by the Spirit. There is no job in the church so small that it doesn’t require you to be filled with the Holy Ghost. Our problem is when people think some task is so insignificant that they can do it without the Holy Ghost.  Now some think that the Holy Ghost was poured only on the apostles; but here we see that others had also received. It was not only for the apos​tles, or just for church leaders—it is for all! And it is expected that if you want to be of service for God then you will receive the Holy Ghost.

· A Gifted Man. “Wisdom (Greek sophia).” These were to be men who combined love and zeal with good uncommon sense. Wisdom is not nec​essarily knowl​edge, wisdom is knowing how to use knowledge from God’s point of view. Knowledge is reason, wisdom is revelation.

· A Gracious Man. “Whom we may appoint.” These men are go​ing to be appointed by the apostles, so they will have to submit to the apostles. Yet this ap​pointment need not prevent them from discharging any other functions for which they were qualified, and for which they could find time. God exacts the employment of every talent that is committed to us, and has appointed no work to be done which is too holy for the hum​blest disciple.

God’s church today also needs an administrative group of men capable of properly organizing the Church. Without organization and a spirit of co-op​eration chaos and disorder would prevail. However, necessary as it is to be or​ganized, we must not confuse those who do the organizing and their organi​zation with God’s government.

The Bible does refer to Christ’s ministers as those who rule over you.

The English word rule has been translated from the Greek word hegeo​mai, which means “to lead, i.e. command (with official authority)” (Strong’s Concordance, entry no. 2233). The words “rule over you” would be better translated as “those who have official authority to lead”. It would be far more accurate to translate Hebrews 13:7, for example, as: “Remember those who have authority to lead you, who have spoken the word of God to you, who’s faith follow, considering the outcome of their conduct.”

God’s ministers clearly have authority to rule over (lead) His people. God’s ministry has authority to lead (to guide or show the way). But they must lead by administering God’s government (His Law), which is God’s way of life as defined throughout the pages of the Bible.

III. MANAGING TO BE A MINISTER

Most churches, like so many institutions, are overadministered and undermanaged!


Yet, management is rarely the basic problem. There are two basic truths of administration:

1. Mission, purpose, and objectives govern; they come first, long be​fore management and organization; and 

2. Management and organization are tools, not ends in themselves.

The characteristic of a good tool is that it enables the user to do his job without paying attention to the tool. If one spends much time sharpening his or her knife, one is either a poor tool user or in need of another knife.


How do mission and management come together?

Mission begins by deciding on our unique calling. If we view our calling only as a career, we reduce the servant of Christ to a vapid creature called “the professional.” Well-dressed and well-spoken, armed with degrees, lead​ership savvy, management manuals, and marketing studies—all to be used for the good of the Kingdom, of course—we intend to make a mark on the world, gain a little respect for the profession, and shed forever the pastor’s poor image.

Sensible and realistic, professionals expect the church to treat them as pro​fessionals and negotiate salary and benefits to match. It is terrifying to realize that professional ministers can apply the skills and sophistication of their trade to build large, exciting, growing churches, and do it all without having to be​lieve anything!

“God deliver us from professionalizers,” says one pastor. Echoing Saint Paul, he asks, “Hasn’t God made pastors the last in all the world? We are fools for Christ’s sake; professionals are wise. We are weak; professionals are held in honor. Professionalism has nothing to do with the essence and heart of the Christian ministry. For there is no professional childlikeness, no professional tender-heartedness, no professional panting after God. How do you carry a cross professionally? What is professional faith?

Worst of all, careerism drives a wedge between the God who calls and the person who answers. It leads us to believe that our performance is more im​portant than our person, that how we do in the ecclesiastical marketplace is more important than how we stand before God.

Careerism tries to give us confidence in ourselves, where we ought to tremble and cry out for mercy. There is no place in the professional syllabus for a Paul who came to Corinth in weakness and foolishness, or for a Jeremiah who ate the Word of God only to get a terrible case of indigestion, or for a Je​sus who ended His public life on a cross.

What is your mission in life? Have you thought about it? Have you taken all your talents and experiences along with the desires of your heart and boiled them down into a concise understanding of the mission you are on? Would any friend or family member be able to accurately tell what mission you are on? Does anyone know your goals and how you are trying to accom​plish them? Do you?

If you responded with a lot of no’s, it is time that you lay the cornerstone to the foundation of everything you are doing ministerially and personally. That cornerstone is a personal/ministry statement that reflects who you are, what you are doing, and the way in which you are doing it. You may be caught up in the momentum of earning of living, fulfilling your roles as a spouse and a parent, nurturing friendships, and meeting obligations without having a conscious awareness of where you are headed. You have never stopped to analyze what you life’s purpose is all about. You function, do your best, and hope and pray that everything comes out all right.

A mission statement provides you with a compass. It states in black and white what you want to be, what you want to accomplish, and what your gov​erning values are. It becomes both an anchor and a rudder. It is an anchor be​cause it allows you to stay steadfastly in place while you decline offers and temptations that would distract you from your mission. It is a rudder because it helps you stay on the course while you are moving toward your goals. A good mission statement can prevent a thousand failures and wasted effort. When you are confused by outside influences or internal emotional turmoil, the mission statement can be the solid rock that grounds your decisions in reality.

Writing a mission statement is, in a sense, the ultimate goal-setting exer​cise. Actually, it is the distillation of multiple goals into a central theme. If you have not thought concretely about the goals you can and would like to accomplish, now is the time to do it, especially because you compose your first draft of a mission statement. When goals of a mission are balanced and healthy, they incorporate values, not just ambitions.

Words, especially written ones, have power. Writing a mission statement does not guarantee compliance with it, but the act of writing it out is almost like making a commitment to yourself and others. When you have composed yours, I think you will be surprised at just how much power is there to help you make good, solid decisions about today that will lead you to the tomor​rows of your dreams.

Assignment: 

Write your personal ministry statement considering your gifts/talents and how they will be used for the will of God in your life.


As pastors we must realize the great demands made on our time. If we let these demands manage us, we will not achieve much. There are always more demands than there is time. Therefore, we need to begin with the questions: What is the purpose of all this? What is my unique mission?

In my opinion, the central purpose of the minister is the congregation, and the central purpose of the congregation is the person. The person is the center of ministry. Only the person can attain faith, hope, and charity. Only the person can receive the Holy Ghost. And only the person knows despair. Society only knows “problems,” which is something quite different. Some​body is needed to look after the person, and the only one who is there for the sake of the person is the minister. Societies need judges and traffic cops and salesmen and legislators and professors and a great many other callings. Only the person needs a minister.

Thus, the purpose, the mission, the objective of the minister is the person. The rest of it is important, perhaps, but it is strictly the sideshow. Yet the other things are there. They demand our attention. They have to be done.

Management begins by learning to say no. This is why we need manage​ment. The test of good management is that it enables us to be out of the office doing our real job. Anybody who is preoccupied with management is a tool​maker—and an incompetent manager. There are many around.

Ministers are submerged by demands—demands of organization and running a congregation, demands to take leadership in this or that social cause. We are expected to exercise leadership in a great many community ac​tivities, and too often we feel unable to say no. In many cases, however, we should say no. The most important course for anybody who goes into the ministry is an advanced, six-week, intensive course on saying no. Yet it is not offered anywhere.

All demands must be measured against our one unique function—min​is​try to persons. Say no to the demands that don’t fit that role. And say no of​ten, because ministers today are asked to play many other roles.

The minister is not primarily a psychoanalyst. Nor is the pastor a social worker, a community leader, or a teacher. These are secondary roles. The pastor is primarily a person available to other persons. The pastor’s calling is not healing or reforming or altogether doing. The pastor’s calling is compas​sion. For this reason, he needs to be able to manage.


Compassion is a time-consuming task. We can’t schedule it. We can’t say, “My office hours for compassion are nine to twelve.” We can’t finish it. We can’t say, “For this year, our compassion budget has been spent.” Yet, it is the one task on which everything else depends.

Pastors need management not because we should manage, but because it is the only way to get the time, thought, and freedom for the real task. Manage​ment is our tool for making sure all the other things that have to be done get done and yet do not eat us alive in the process.

Management is not the answer to all the problems of ministry. Yet man​agement is a tool all of us need. We must learn to get the other things by managing ourselves, our churches, and our tasks. We must learn to set objec​tives for ourselves and for the various major tasks we think we should be do​ing. That’s the hardest thing to do: to think through what we are to accomplish.

We can learn to set priorities by asking, “What are the two or three things in this church that, if done well, will really make a difference?” There is no joy in heaven over somebody who tries to do a little bit of everything, because he gets nothing done. We must concentrate our time, energies, and human re​sources on these priorities. Then we must have the courage—and it takes real courage—to look to the actual events and ask, “Did they produce the results expected?” Drop those that don’t.

Whether we like it or not, we are top management in the church. That means we will have to build responsibility, leadership, and achievement into our congregation and enable them to do the things that need to be done. This is management. But the real test is not how good a manager we are. The test is the extent to which managing frees us from being a manager and enables us to be what we want to be—a minister who has compassion for the person.

IV. THE PASTOR’S USE OF HIS TIME
Many discussions of the pastor’s task start with the advice to plan one’s work. This sounds eminently plausible. The only thing wrong with it is that it rarely works. The plans always remain on paper, always remain good inten​tions. They seldom turn into achievements.

Effective pastors, in my observation, do not start with their tasks. They start with their time. And they do not start out with planning. They start out by finding out where their time actually goes. Then they attempt to manage their time and to cut back unproductive demands on their time by prioritizing their tasks. Finally they consolidate their discretionary time into the largest possible continuing units. This three-step process of:



1.
Recording time to see where it goes



2.
Managing time to focus it on priorities, and



3.
Consolidating time to work more effectively is the foundation of all competent time management for pastors.

HOW WELL DO I USE MY TIME?


Rate yourself from 1 to 5 (1 being never and 5 being always) with the number that best in​di​cates your normal behavior. Be honest with yourself. This quiz will show where you’re do​ing well and where you need to improve.

___ 1.  Do you write out a weekly time plan?

___ 2.  Do you prepare a daily activity list, which includes priorities for each item?

___ 3.  Can you find large blocks of uninterrupted time when you need it?

___ 4.  Do you use travel and waiting time productively?

___ 5.  Do you take time on a regular basis to think about what you’re doing and what 



      you want to accomplish?

___ 6.  Do you feel in control of your time and on top of your responsibilities?

___ 7.  Is your desk and work place well organized and free of clutter?

___ 8.  Do you control your schedule so that other people do not waste your time?

___ 9.  Do you control your schedule so that other people do not waste their time waiting 

            on you?

___ 10.  Do you meet deadlines and finish all tasks on time

___ 11. Can you identify the few critical activities that determine the success of your

             responsibilities?

___ 12. Do you effectively control interruptions?

___ 13. Are you able to stay current with all your reading?
___ Total Score — add up all the numbers. The higher the score the better.

Peter Drucker has said the common element all successful managers have is that they know where they spend their time. Many highly accomplished ex​ecutives acknowledge time man​agement as the cornerstone of their personal effectiveness and success. These are individuals who obviously recognize the importance of this valuable asset, and conscientiously work to as​sure the maximum return on their own personal time investments.

There are several good reasons why we should schedule our time. Some of these are scriptural in origin; others are because of the nature of time itself.

The only way to know how you’re really spending your day is to keep a time log. A time log need not be a permanent routine; it is merely a diagnos​tic tool. Here’s how it works: For a full day (it is even better for a week) write down, in fifteen-minute increments, everything you do.

Begin the day with a blank time-log sheet and keep it handy. Bring it up to the minute every half-hour or so. If you can’t remember what you did at a particular time, put a question mark—don’t put what you think you were do​ing. Above all, don’t fill in the log at the end of the day, or you will be deal​ing with fantasy, not reality.

Most people resent time logs, thinking they take more time than they save. Not true! The cumulative time you spend may be only four or five minutes a day, yet it can help you save hours. A week’s worth of time logs reveals mis​placed priorities, recurring time-wasters and patterns of low productivity of which you may be totally unaware. If you’re like most people, you’ll be sur​prised at what your time log reveals.

At the end of the week, put all your time logs in front you and ask your​self the following questions:



•
What am I doing that doesn’t really have to be done?



•
What am I doing that could be done by someone else?



•
What am I doing that could be done more effectively?



•
What am I doing that wastes the time of others?

Church Administration

Organizing For Administration

Lesson Two
Teacher’s Manual

I. Organizing for Administration

Before planning to achieve certain desired results we must organize our human resources to achieve those results. There are certain fundamental fac​tors that are essential for effective organization. Some of the more important of these factors are:

A. Source of Control


This factor of organization assures that:

1. There is only one manager at each level responsible for activities and results at that level.

2. There is singleness of authority—that is, each individual has one superior to whom he or she reports and is responsible. All persons know to whom they report and who reports to them.

· Divided authority results in an insecure climate. With divided authority it is difficult to maintain a system of accountability for results.

II. Span of Control
Too wide or too narrow a span of responsibility can greatly weaken the administration structure and develops administration inefficiency. Adminis​trators need to concern themselves with span of control in three areas:

A. Delegation. How large a staff and volunteers can an administrator effectively manage? To answer this question several factors must be considered:

1. How much time will be devoted to administration? If a portion of every day must be spent on other activities, there is less time for supervision and the span of control must be smaller. Administrators who do little else but supervise others can have more people reporting to them.

2. How complex are the projects? If the projects are at a high level of responsibility, it is better to have fewer people reporting to the supervisor.

3. Are the tasks repetitive or unusual? Administrators working on routine activities can supervise more people than those who handle a more varied type of activity.

4. How well trained and capable are the staff and volunteers? Obvi​ously, administrators with a highly skilled staff can handle more subordi​nates than those who have to spend time training and checking their people.

B. Distance. If subordinates are spread over too wide an area, the administrator cannot maintain effective person-to-person contact. Further valuable time will be wasted in traveling. Communications will be more diffi​cult and motivation or personnel will suffer. It is better, therefore, to limit span of control to persons not too far distant from the manager. As this is not al​ways possible, adminis​trators with responsibility for managing personnel at distant locations should have an excellent communications network estab​lished and clearly defined performance standards and control systems.

On the other hand, if staff and volunteers are confined too close or com​pact an area, they will feel that they are being oversupervised and often be​come routine followers, doing only what they are told and no more. Initiative is stifled and creativity is inhibited.

C. Date. How much time does the administrator have for the various facets of a project? What is the deadline on the project? The major portion of this valu​able time should be used for the important phases of the task that lead to goal achievement. Adequate time should be reserved for creative activity and for handling special projects. Routine tasks should, whenever possible, be dele​gated to others.


The time a manager spends on the job can be divided as follows:

1. Routine Work: This includes following the standard operating procedures, seeing that day-to-day work is completed on schedule and main​taining a smooth flow of operations.

2. Regular Work: This may be technical in scope. For a pastor it may be sermon preparation, hospital visitation, church correspondence and build​ing maintenance. Sometimes this takes most of the administrator’s time. In such cases administrators are not functioning as administrators. If it can be delegated the structure of their tasks should be reevaluated to give more time for their administration responsibilities.

3. Rare Work: This includes time spent on committees, new program development, budgets, and special reports. These are essential to the total ob​jectives of the church in most instances and therefore must be fit into the schedule.

4. Reflective Work: This can be one of the most important aspects of pastoring. This time in needed for solution seeking, planning, developing ideas, and the like.

Good administrators control their time to use it for major facets of their ministry. Much of the routine and the regular work as well as some of the rare work can be partially or totally delegated. If this is done, the span of time control can be widened and administrators can devote more of their time to managing and to reflective thinking. It will also enable them to increase the span of control in number of people they can supervise as they will have time to do this instead of performing other tasks.

III. Selection Control


This is another principle of good organizing. It is done in two phases:

A. The organizing phase in which similar and related jobs are grouped into department, and grouping individuals with similar assignments such as outreach, youth, and Sunday School.

B. The staffing phase in which we fit the right people to the various responsibilities, keeping in mind their skills, experience, their personal likes and dislikes, temperaments and the like. Using a person’s optimum capabili​ties results in new scope to the job and higher achievements for the individual.

IV. Substitute Control

The principle of delegation in good organization can be performed ef​fectively if the following essentials are observed:

A. Authority and responsibility go hand-in-hand.

B. Those to whom tasks and results are delegated must understand:

· the purpose of the delegation (desired results)

· the area of responsibility

· the scope of authority

C. The administrator is ultimately responsible for the results dele​gated to others. Responsibility cannot be avoided by delegation.

D. If the administrator underdelegates, staff and volunteers do not have the freedom to act; the administrator is tied to a mass of details and can​not make full use of the skills, abilities and creativity of the staff and volunteers.

E. If the administrator overdelegates, personal control is lost. The administrator taken out of the mainstream and doesn’t remain current with obstacles and progress.

F. Staff and volunteers must be completely clear as to the scope of their authority. They must know what they may and may not do. They must know whether or not they can recruit, dismiss and delegate, what they can buy without permission and on what permission is required. They must know the extent of their authority to make decisions that relate to the operational as​pects of their jobs.

V. Structure Control

A. In most organizations—whether it is companies, clubs or churches—job descriptions are provided so people know what they are required to do. Un​fortunately, most of these job descriptions are activity lists, purely task ori​ented. Personnel are told what to do but not what results are expected. This limits their scope and inhibits their initiative. If people do not really know why they are doing what they are doing and what results are expected, they will find little meaning and purpose in their work.

B. To structure a task for results, we need to set forth in clear, unmistakable language the following information:

1. The Major Goal. (The overall results the individual is expected to produce.) To do this, each person must answer this question: “Why does my position exist?”

2. Key Result Areas. Where the individual needs to focus their atten​tion and maintain control.

3. Realistic Performance Standards. Which describes the conditions or situations that must be accomplished in each key result area. These per​formance standards must be set as SMART goals (spe​cific, measurable, attain​able, realistic and time-phased).

C. The average administrator has 5-8 key result areas with 5-10 performance standards for each. The major goal defines the purpose of the key result areas in a single, declarative sentence.

VI. Significance Control

A. The following is a guide in selecting the appropriate key result areas so that the personal results description is significant to the worker.

1. Most administrator activities fall into six broad categories:

· Leadership: supervising, meetings and planning

· Technical: sermon preparation, visitation, etc.

· Maintenance: inventory and upkeep

· Promotion: advertising and outreach

· Personnel: training, staff, and volunteers

· Financial: income and expenditures

2. For pastors, and all church workers, I would add the more activities that must be included for effective ministry and Christian witness:

· Discipline: prayer, Bible reading, relationship with God, etc.

· Family: time with wife, children, etc.

· Improvement: personal devotion and growth

3. As an administrator our primary responsibilities lie in one of these cate​go​ries, and yet we will have some key result areas in all the others.

The key to control by significance is not to try to make the key result ar​eas fit the task, but rather using them to define what is unique about that position.

A performance standard is a statement of a condition that will exist when a task is being performed satisfactorily.

If we preface our performance standards with the statement, “This key re​sult area will be satisfied when . . .” and have our performance standards complete that statement, we will less likely make the common error of confus​ing tasks and action programs with performance standards.

The person responsible for the key results and their supervisor should do an annual review of key result areas with performance standards. This annual review allows for creative thinking, goal setting and adjustments as the task changes and the person grows.

The sample key result areas and performance standards that follow were prepared to guide you in establishing your own. While they are representative and typical, they are not all encompassing and do not pertain to every posi​tion. These performance standards will, of course, vary in different circumstances.

4. As a pastor I wrote a position results description for myself. It contained nine key result areas (listed alphabetically rather than by importance):

· Administration (maintenance was included in this area)

· Discipline

· Family

· Financial

· Improvement

· Leadership

· Personnel

· Preaching

· Promotion






The position results description for preaching was:

· Have a quarterly Sunday School series prepared three months in advance with the current lesson fully prepared 90% of the time by Friday evening every week

· Have a monthly Sunday evening sermon schedule planned one month in advance with the current Sunday evening sermon fully prepared 90% of the time by Saturday evening

· Have a monthly Wednesday evening Bible study schedule planned one month in advance with the current Bible study fully prepared 90% of the time by Tuesday afternoon

· Have a wedding ceremony prepared at all times

· Have a funeral ceremony prepared at all times

· Have a baby dedication prepared at all times

· Conduct at least one and not more than three revivals for other churches a year that requires me to miss our scheduled church services


Assignment: As a committee, select a church position, list its key result ar​eas, and list the performance standards for one of the key result areas.

B. Once the position results descriptions have been developed, they can be used as a basis for structuring the total organization. To organize all the posi​tions with their key result areas and performance standards descriptions a mis​sion statement or continuing purpose statement is needed. Every organi​zation has a continuing purpose, a reason for its existence. It exists by provid​ing some service or product that justifies its being.

This mission can be determined by asking, “Why does my church exist?” Unless you know this, it is unlikely that you can really structure your church for results.

The long-range goals of the church must fir into the continuing purpose. To meet this mission, the church plans to accomplish certain things over a pe​riod of time. Then, to fulfill these goals, the church must be structured so the results will automatically follow.

Here are some effective guidelines for structuring a church for results:

1. Set definite church goals. Be sure they are realistic—with faith figured in—and attainable.

2. Set definite goals for each department within the church. Deter​mine what specific results each department must produce to assure achieve​ment or church goals.

3. Set up the church structure with objectives on the basis of total and departmental goals. Make clear what results each department should ob​tain to assure achievement of the church goals.

4. Related department functions must work together so they can be easily coordinated and controlled.

5. Prioritize the departments. Funds, resources, and effort should be deployed so that the most important projects of the church are not hindered by the extracurricular activities. This guards against the desirables robbing from the absolutes.

6. Organize from bottom up and top down. Instead of superimpos​ing a structure on people, involve them in sharing of ideas that will insure a result-getting structure.

7. Establish an appropriate span of supervision.

8. Fit people to functions, not functions to people. (Select the right person for the right job.) If, for the time being, it is necessary to fit jobs to people, owing to the need of having to do with present staff and volunteers, at least set up an ideal organizational structure and gradually phase out of the present structure into the ideal structure, fitting people into this ideal structure.

9. Maintain a division of the total effort so that each person does necessary, purposeful work leading to achievement of church and department goals, while avoiding overlapping of effort.

10. Consider well the placing and developing of people to assure achievement of church and department goals.

11. Establish and maintain proper relationships and inter-relationships to assure teamwork and unified effort.

12. Identify the work that must be done to achieve intended results. Divide this work into parcels that can be performed by single individuals.

13. Coordinate functions and uniformity of performance.

14. Maintain economic and personnel flexibility. Be able to respond to the entrances and exits of key staff and volunteers.

15. Avoid excessive centralization.

16. Do not permit the structure to interfere with prompt, effective de​cision making, but keep those affected by the decision immediately.

17. Translate goals into concrete plans and assignable responsibilities, determining what is to be done and achieved, and who is to achieve it.

Assignment: Write a church mission statement.
VII. PRINCIPLES OF ADMINISTRATION

A. It is hard for most new pastors to believe that 90 percent of church work is routine and repetitious. Because of this, many pastors have the tendency to spend years recreating the wheel. In other words, they are constantly rewriting the same correspondence, re-doing the same procedures, and re-learning the same lessons—over and over and over.

If you cannot believe church work is 90 percent routine, please believe that a high percentage of church work is repetitive. If you accept that one premise, it will get you thinking in the right direction to meet the challenge of church administration with some degree of skill.

Since much church work is repetitious, you can anticipate and prepare for most of the work ahead of you. This will allow more and more of your time to be spent in person-to-person ministry, creative thinking, and personal en​richment. This section deals with how we translate our creative thinking into a new or improved church project.

Creative thinking is the cutting edge of good administration. To follow through with creative thinking, the administrator needs a workable plan. 

Good administration clears away questions and confusion so decisive ac​tion can be taken. When there is no plan, the administration is trying to figure out what could be done instead of deciding what should be done.

All good creative action in administration has several basic ingredients, whether they have been defined or not. These are:

1. An attainable goal;

2. A definition of dynamics;

3. A chart of implementation;

4. Motivation; and

5. Control of function.

Keep several copies of the five steps on hand to fill in when you begin formulation a new idea. Don’t cheat. Every step is necessary.

B. An Attainable Goal
Most people yawn when pastors state goals. Why? Because they have heard optimistic statements for years—statements without foundations! An at​tainable goal is a goal that links faith with works. 




An attainable goal should contain the following:

1. The ultimate goal, what you want to accomplish in a year.

2. An intermediate goal, what you can reach in a shorter, yet still de​fined period of time.

C. A Definition of Dynamics;

This step is seldom taken, yet it is the very heart of a proper plan of ac​tion. In this step, define the reasons why you need to reach the goal, and, more importantly, define why the goal has not been reached before! It is at this point the administrator steps back from personalities (including himself) and faces the truth with brutal honesty.

D. A Chart of Implementation

Only after determining priorities are we ready to move to the step of im​plementation. Start with the program you believe needs to be implemented.

In implementing new and exciting programs, seek to be inoffensive. Al​low people to maintain some traditional structure if you must, but make new and exciting options available to your people who want to change and develop.

Fighting the January doldrums:

1. For many people, there’s a letdown after the holidays. They may feel tired after a month of frantic activity, sorry they overspent on holiday gifts, or depressed from winter weather. Consider a party for your leadership team—or for the entire congregation.

2. Take a vacation from scheduled programs. Have one Sunday when people set aside the regular curriculum and discuss their resolutions or simply have fun.

3. Revisit your own needs. Have you delegated away duties you loved, and focused on tasks that now seem stale and burdensome? Realloca​tion of responsibilities among your leadership team may energize everyone.
4. Reflect and pray. Return to your favorite Scripture; re-read a fa​vorite book. Ask God what He wants you to focus on and accomplish in the coming year.
5. If you, as do many pastors, set beginning of the year goals and implement new plans, the first week of March is a good time for mid-course corrections. Taking a look at the total church organization in the following manner can carry it out:

6. Programs are well enough under way that you can evaluate how they’re doing. Identify any that seem to be in trouble. Do leaders need addi​tional help or resources, or must they be replaced? Could you change cur​riculum or try new activities to regain lost enthusiasm and momentum?

7. Should you reallocate resources among programs? For instance, if one class has attracted more people than you had expected, perhaps you should reassign it to a larger room.

8. Have new needs arisen that require new programs? Unexpectedly rapid growth might call for a special new-member class; a sudden influx of children might call for dividing your junior-high group into two; a series of family tragedies might argue for starting a divorce or disease support group.

9. Review each of your congregation’s major missions such as out​reach, education, discipleship, social ministry, and others. Has one or more fallen into stagnation or neglect? If so, plan a jump-start.

10. Are a few congregation leaders overworked, while others lack challenge? Reassigning duties might yield better results and improve morale.

11. Talk individually with each of your key volunteers and gauge their enthusiasm over their tasks. If any feel discouraged, inadequate, frus​trated or overwhelmed, work and pray with them to regain strength and pur​pose, and adjust their duties if appropriate.

12. This is also an opportunity to plan ahead.

· Now is the time to plan for Lent and Easter programs, Vacation Bible School, and other summer activities. Start thinking about volunteers to tap for next fall’s Sunday school teachers, as well as other programs. Investi​gate new curriculum materials if you’re not pleased with current programs. Consider polling members for ideas on unmet needs, new activities and topics for teaching and preaching series.

· Think about the training and spiritual revitalization needs of church leadership. Start planning and scheduling courses or retreats each leader should undertake this year. Ask each one to design and embark on a personal program of reading and prayer.

· Do at least one new spiritual activity this year. Read a book by an author you have never read. While on vacation, attend services in a church of another denomination with which you are unfamiliar. Participate in a new volunteer activity.
· Choose three or four inactive members and make contact with them. They, too, may be thinking about New Year priorities; your visit may strike a chord.
E. Motivation

We are not ready to motivate until our plans are ready. The best motiva​tion is a clearly defined operation. The death knell of good ideas is sounded when the person with the idea cannot answer questions concerning how he or she proposes to implement the idea.

At this point it is time to enlist our “partners in progress.” Maybe the program only warrants one other person to start with; however, we need to en​list a small corps of people to enter into the refining process with us. Ideas on kick off, public relations, and central systems are all part of this group task. The key is to remember that good administration is working through people.

After we have finalized the program it would be well to make a presenta​tion to the board. I have found out, through many years of church work, that the board needs to be sold on all new programs. If the small group we work with is sold and if the board is sold, we can sell it to everyone.

After the board has approved the basic plan—not all the details, just the basic concept—and the budget impact, it is time to motivate everyone who is going to be involved in making the program work. Set a target date well in advance when the full Sunday school staff is to meet. It is essential to have full participation.   

Your attitude at the first meeting is to share the burden and conviction of your heart. Explain the potential. Build their faith. Lay out the possibilities. Enlist their help. If it is a well thought out plan, people will become excited. 

Allow each participant to set his/her own goals. Don’t put an imposed number on them. Usually, after a good motivational talk, workers will set goals almost too high. It is wise, as part of the motivation, to let them set their goals at the end of the meeting and then total them. You will be amazed at how your faith will be translated into the minds and hearts of those you are motivating.

Ask for ideas on how to improve your proposed plan for implementation.

Set another meeting date to finalize the campaign. The first meeting should convey the feeling you know what you want, but that you are honestly seeking input. After the first meeting you will be able to tell how excited peo​ple will be about the proposed plan.

Get back with the partners in progress. Make adjustments and get ready for the next meeting. This will be the meeting to move to the details of the fi​nal step.

F. Control of Function
About six weeks before the initial thrust is presented to the entire church have every person and everything in place. Control of function is probably the most neglected and yet the most important part of church administration. It is this final meeting that will give detailed instruction and control to your people. Have materials typed for every person.

A plan and control system should have the following data and instructions typed on a card:

Person’s Name :

Dates:

Overall Goal:


   Personal Goal:

Special instructions and information:

Reporting Procedures:

Special Arrangements for Promotion:

Date of Next Meeting:

Throughout the campaign, meet with the participants on a regular basis to obtain reports, and to give recognition of achievement, motivation, special di​rections, and inspiration. Regular meetings and reporting keep the program on course. They will also help the participants to feel part of the team.

Once we grasp the basic ingredients of creative action through adminis​trative guideline, we will become excited about how easily we can take an idea from the realm of vision and turn it into a reality.  
  
VIII. THE DYNAMICS OF ADMINISTRATION 

A. According to the Scriptures, you, as a pastor, are the earthly head of a living body of believers—a body that has both blessings and liabilities.

In this section we will look at the dynamics of church administration in three major parts. All of these are a combination of tangible and intangibles. Church administration is not one or the other, but both.

The three parts are:

1. The Dynamics of Tension

2. The Dynamics of Balance

3. The Dynamics of Productivity

A church’s “paradigm” defines what the church is and how it operates. That paradigm—a set of habits, attitudes, and approaches—includes:

· The definition of a good leader

· The role of the church board or council

· The decision-making process

· What constitutes a worship service

· The definition of adequate facilities

· The definition of paid staff and how it relates to other church leaders

· How membership is defined and maintained

Recognizing when a church’s paradigm set should change, then deter​mining how to change it, are keys to its continuing vitality and success. Churches that grow quite large need different staff and activity models than they had as smaller congregations. An all-white city church may lose its rele​vancy as the neighborhood fills with minorities or immigrants. Churches with aging members may need to provide new kinds of support.

Because it can take three to four years for a church to change paradigms, leaders who can anticipate the future will help their congregations to stay vi​brant and effective. Deliberate paradigm management can allow a church to respond to change without being jarred from completing its mission.

How to change a church’s paradigms:

1. Affirm the past and show continuity. Find out which paradigms are most important to the congregation. It is neither possible nor desirable to change the essential heart of a church. Rather than replace one paradigm with a radically different one, identify stepping stones toward the future. For ex​ample, it may be easier for an all-white church to reach out to minorities if leaders emphasize its origins as a mission church.

2. Nurture enthusiasm. Leaders with an obvious sense of adventure are healthy in times of change, while maintenance leaders who hold rigidly to past structures aren’t helpful. A more adventurous leadership team will create enthusiasm in others.

3. Seek models. Find another church that already has gone through the change you anticipate, and study what it did. Simply being exposed to other paradigms and methods—even if you don’t adopt them—can enhance the repertoire of your congregation.

4. Spot paradigm tension points. Innovation is frequently threatened by the tension between groups. For example, cost-cutting attitudes conflict with extravagant spenders, baby boomers can conflict with seniors, and seek​ers see things differently from long-time members. Sometimes these tensions are insurmountable; it may be better to acknowledge them and start a new mission outpost church with a different paradigm set where some of the members can go.

5. Communicate with the members. Baby boomers, particularly, don’t want a mandate from the mountaintop; they want to participate in the process of discovery, through questionnaires, small-group discussions, and other dialogue. People increasingly expect sophisticated, competently pro​duced printed material. The message will need to be repeated many times.
6. Clearly define new roles. Ministers, paid staff, and key volunteers need new definitions of how they fit into the new paradigm. If a clear job de​scription isn’t given, the members will supply dozens of paradigms of their own about what they expect from their leaders, and will be disappointed when their expectations aren’t met.
B. The Dynamics of Tension 

Many pastors never learn the inherent tension in church administration. They spend their lives trying to avoid tension instead of using it.

The inherent tension is defined as the tension between “Internal Control” and “External Change”. In other words, we live with a dynamic process that needs inward stability while, at the same time, also needing flexibility to re​spond to human need and inevitable change.

In the operations of a church, those who do not understand and use the tension between the need for strong administrative controls and the need to remain adaptable and flexible usually wind up taking one of two extreme forms of administrative styles.

One of these extremes is the administrator called Mr. Machine. He does everything right, but runs over everybody in the process. Mr. Machine is one of those task-oriented people who believes the most important thing about a church is the machinery, not the ministry.

Mr. Machine has never learned that good administration is a servant and not a savior. The machinery of the church is not an end in itself, it is a glori​ous gift to the church to get the job done.

Many administrators who “ran over” people to keep the machinery go​ing, soon had no people riding the machinery. They had all been run over.

In this task-oriented world, it seems like people get in the way of work. Effective leadership requires men and women with people-skills. Whether the business is manufacturing, distribution, education, or the church, the best leaders are the ones who know how to deal with people.

How to make room for people:

1. Are you too task-oriented? Do you see people as opportuni​ties—or interruptions? Have you become obsessive/compulsive about the work on your desk? How many irons are in your fire? How many items are on your daily “to-do” list?

2. Control the paper. There is simply too much paper—in the mail or on your desk, required forms to process or documentation to supply. Much of the paper work and production is aimed at helping people. But too often there is little time or energy left for people at the end of the exhausting efforts of accomplishing those tasks.

3. The heart of leadership is influencing others. Every person who aspires to be used by God in His service must have as a prime objective the same passion: to see people’s lives changed into Christ’s likeness.

4. People change people by direct contact. Look back over your past: What has had the greatest impact on you in your growth as a leader or as a person? Has it been books, lectures, or tapes? Has it been sermons or church services? Usually, it is a number of key peo​ple with whom you have had real-life personal contact who have been the primary agents of change in our lives. Influence and direc​tion comes from time spent with another person.

5. Follow Jesus’ example. Jesus spent more time touching peo​ple and talking to them than in any other action. Jesus was not pri​marily task-ori​ented, even though He knew He had only three years to train 12 men to carry on the movement that would change the world.

6. Make room for people. Thomas Watson, founder of IBM built one of the most successful companies in history because he never allowed the organization to replace people as his No. 1 focus. People must take priority over paper and production.


How to push aside the paper:

· Love your wastebasket.

· Do lunches away from work. Eat with a friend or colleague.

· Take time off with your spouse, children, and friends.

· Pray for people.

· Jog with your colleagues.

· Change locations to get out among people.

· Delegate more.

· Learn to “ransack” instead of reading everything.

· See people as “priority one.”
· MBWA: manage by walking around.
The second extreme is the administrator called Mr. Chameleon. He is so relational he changes not only color, but procedures, policies, and precedents to please the person with whom he is dealing. His greatest fear is conflict. Be​cause of this fear, he will risk war to keep from having a minor hand-to-hand skirmish.

Mr. Chameleon will spend most of his ministry pleasing a few people while frustrating everyone else. He has not learned that stress is not a bad thing in administration, but it is distress that must be avoided.

What have we learned by studying Mr. Machine and Mr. Chameleon? Simply that you must not allow the need for stable, internal controls to take away from the need for adjustments to ministry and vice versa.

How can we use this inherent tension and not be destroyed by it? After learning the dynamics of tension in church administration, it is necessary to move on to the second step.

C. The Dynamics of Balance
The dynamics of balance have three integral parts. Each part functions at the same time, therefore, the three must be kept in balance. These three parts can be summed up in three words:

· Action

· Reaction, and

· Interaction

Proper balance of these three allow us to make the dynamics of tension work for us, not against us.

People often ask which of these three parts is most important. My reply is always, “When you can tell me which leg on a three-legged stool is most im​portant, then I will be glad to give you an answer.”

Every good church administrator needs to learn how to take creative ac​tion. The Lord put us in charge of the flock. He expects us to lead.

1. Action: This is the work of planning, peopling and promoting new ideas and ac​tivi​ties. When possible work with a committee and sell your ideas to the church in small groups before going to the whole church. Remember, strive for excellence. Don’t exchange a mediocre pro​gram for another me​diocre program. Plan to change a mediocre for an excellent one. A word of caution: Do not try to change too much to fast or you’ll offset the balance.

2. Reaction: Every good church administrator also needs to learn how to react with poise. The word reaction is a bad word to some because too of​ten it is not part of a formula for successful administration. It has often be​come a whole style, making the administrator a reactionary who does nothing else. He has created so many fires by not taking proper action and learning how to interact, that he does nothing until there is a threat.

While this form of administration is wrong, good reaction skills are just as necessary to good administration as knowing how to take creative action.

Reaction is the art of dealing with criticism and complaints. You need to re​spond with calmness, understanding and kindness no matter what the nature of the criticism. Never react when you are mad and delay and decision until you have the opportunity to learn all the facts.

Here are several rules to follow in proper reaction skills:

· Choose not to react angrily. If we lose control, we are guilty of that to which we are reacting. We should never get angry in front of our peo​ple and strike out. Righteous indignation grows out of God-given convictions when others are being hurt. The only time Jesus got angry was when others tried to keep people away from Him. Righteous indignation is really a con​trolled anger for the glory of God. Most anger grows out of a basic insecu​rity. The Bible bestows special commendation upon the person who rules his or her spirit. Choose to be bigger than the smallness that creates wrong reaction.

· Do not make impersonal things personal. Learn that there are few things that are important enough to cause you to take a stand against your people.

· Do not get excited over possible exaggerations. When people get excited about a situation that touches them, they often exaggerate. Even the most wonderful, Spirit-filled, mature, and godly people invariably exag​gerate when they are involved emotionally.

· When you hear all-inclusive words like everybody, a lot, and the whole church, do not get overly excited. Most often these types of remarks are greatly exaggerated.

· Take time to sort out all the facts.  This is one of the hardest of all disciplines. If there is a problem in the Sunday school, gather only those people involved and get the facts. Do not pour water over a person or group of persons who are not “burning up.” Take time to talk, then react with all the facts.  Do not take a position or make a comment until you are convinced there are no more surprises.

· Try not to take criticism personally or react emotionally.  If the criti​cism is true, accept it and learn from it.

· Many preachers are embarrassed when they make an error. Often they compound it by trying to justify a wrong action. When you are criticized un​fairly, try to react in the same way you would if you were giving advice from the pulpit. In other words, practice what you preach. Turn the other cheek! 

3. Interaction: This is the art of working with a group of people and getting the job done through them; the art of clearly delegating work to oth​ers so that you multiply your ministry and your church’s effectiveness by having many rather than one working.

Though we may be able to do things better and more quickly by our​selves, unless we have the patience to learn how to work through people effec​tively, we will never become an effective administrator.

At some point the pastor will only be able to do so much, then if the church is to continue to grow he must learn the skill of administration. It is better to implement the plans and prepare the people through training while the church is small so that you both grow together.

The art of learning how to interact leads to our third part of the dynamics of administration:

D. The Dynamics of Productivity

This section is actually the third part of the dynamics of balance, but it is so misunderstood we will deal with it as a separate section. The dynamics of productivity in administration are best understood by the following equation: Expectation  + Performance  = Desired Output  

When we interact with people on a regular basis, two factors are constantly at play. First, we are performing our task according to what we perceive is ex​pected of us—to fulfill our duty to the best of our ability. On the other hand, when we assign a task to an individual or to a group of people to perform, we expect them to perform the task a certain way. If we are not clear about our expectations, they will perform according to their expectations, not ours.

The reason ministers get in trouble in this area of administration is simple. We do not understand the need to line up everyone’s expectations. This re​sults in everyone performing their work in conflict.

We see this happening in every area of life. In marriage, the husband and wife must learn how to communicate this balance between performance and expectation. A good wife or a good husband is determined by his/her perfor​mance when viewed by the spouse’s expectations. The same type of thing happens between pastor and people.

Whenever we must work through a person or a group, we must discuss the job or task description so what we expect done is clear. Then, we must clearly describe our expectation so all involved will know how we want them to per​form. Only when we take time to do this will we experience the kind of output we desire through administration.

The following two diagrams show the proper and improper flow of our equation:


Right:

	PERFORMANCE

Pastor gives worker

an assignment


	+
	EXPECTATION

Pastor gives worker good job description and shares his expectations


	=
	DESIRED OUTPUT

Worker performs with educated expectation


Result: two happy people. Worker is happy because he knows what is ex​pected of him while he is doing the job. Pastor is happy because he has de​sired output from worker.


Wrong: 

	PERFORMANCE

Pastor gives worker

an assignment


	+
	EXPECTATION

Worker given no job description
	=
	DESIRED OUTPUT

Worker performs without knowing what Pastor expects




Result: two unhappy people.  The pastor is unhappy because the worker did not do the job as expected. The worker is unhappy because he “did his best” and did not please the pastor. His complaint: “Nobody told me what to do, so I did what I thought the pastor wanted me to do.”

IX. BASIC PHILOSOPHIES

A. From the smallest church to the largest we have an obligation to our peo​ple to develop them for the work of the ministry. Learning to work through people is often discouraging. However, we must either become skilled in this area or be stymied by the strength and size of our church.

After a church reaches 200 or 300 in attendance, the shift to administra​tion becomes increasingly significant. Remember, we need to learn the prin​ci​ples of administration while our church is very small if we plan to grow nu​merically and develop leaders among our people.  Even a very small church has a great deal of activity that needs good administration.

Good administration is nothing more than giving people an opportunity to achieve within clearly defined guidelines so others are not adversely af​fected by their activity. Good administration will help a church of any size because it releases people to do their jobs with faith, knowing they are making a significant contribution to the kingdom of God.

Throughout this section we will use several words that may need clarifica​tion. The word structure will be used to describe any part of church work del​egated to others that is routine in nature.

Systems are the tracks put in place for people and programs to run upon.

The word control  is another word for accountability to authority. It is like installing traffic lights to avoid collisions. Controls will move the flow of church work through intersections. Through these controls we know when work has been done or at what stage the work is at any given time.

Buy a large loose-leaf notebook and title it Church Administration Note​book. Divide the book into sections.

The first section should be entitled, “How Things Are Done.” This sec​tion will have three major sub-sections: “Personnel,” “Programs,” and “Policies and Procedures.” 

The second section should be entitled, “What Needs to Be Done.” This section will also have three sub-sections: “What to Keep and Strengthen,” “What Needs to Change,” and “What Needs to Be Added.” 

B. How Things are Done

We are now ready to begin the first step in church administration: gather​ing valid data.

1. Don’t make decisions without knowing the facts. Our first sub-section under the section “How Things Are Done” is entitled “Personnel.” Since we’re going to work through people, people should be our first consideration. List all personnel in places of leadership, their experience, and the length of their commitment. On your first sheet under Personnel, list all board mem​bers. Find pertinent information about them through personal communication or information received from others. 

Data on board members should include names of family members, their jobs on the board (such as officers, etc.), if any, special abilities, when their terms end, and other pertinent information. After each annual business meet​ing, put your church’s new slate of deacons at the front of your minute book.

Next, list your Sunday school staff. Begin with the Sunday school super​in​tendent. List his/her family members, the term of office, etc. Then list the de​partment heads, teachers, secretaries, and all other personnel. You may want to divide your personnel into ministry categories; i.e., children, youth, women, men, music, etc.

All personnel in areas of responsibility should be identified. This docu​ment will eventually be formalized and constantly updated. The first order of business is to determine whom you have to work with. All are assistant pastors.

2. The next section is entitled “Programs”. In order to administrate well, be aware of and anticipate all activities that function on a regular basis. If we are not careful, we will find out too late that a traditional function or program of the church is part of the pastor’s responsibility. Many people in the church believe the moment you become their pastor you automatically know every​thing about their church. After all, you are the pastor, aren’t you?! As an ad​ministrator take nothing for granted!

Most program information can be obtained in a few hours by asking a couple of key leaders in the church to sit down and go over a church calen​dar. At this point you are only gathering information and trying to learn what is already functioning. Change comes later.

Divide your “Programs” sub-section into three categories: weekly, monthly, and annually. Ask the people you meet with to help list all the weekly programs now functioning. This would include all age levels, from in​fants through senior citizens.

Often a new pastor is not aware of children and youth programs. Find out how the youth group is broken down by age, how often each group meets, where they meet, and how many attend on an average. Are there any home Bible study meetings? When and where are choir rehearsals? List every weekly activity the pastor is involved in, including Sunday school, midweek services, etc.

List all monthly programs. In most churches there are monthly activities in every department. Do the men have a monthly meeting? Women’s Minis​tries? It can be surprising how many things go on in even the smallest church on a regular basis. Communion and foot-washing services should be included.

One of the most difficult areas to determine is annual events. It is wise to find a year-old calendar and make notations on what took place. List tradi​tional activities and special days. Determine what role the pastor played in these events.

Ask such questions as: Does the church have a traditional Good Friday service? Is a service held at Thanksgiving? What is done for programs at Christmas? Are there traditional picnics, potluck dinners, and church outings? 

It is also important to have a district calendar of events, listing those areas where the church cooperates and where the pastor participates personally. In​clude such events as youth conventions, camps, department meetings, dis​trict conferences, general conferences, and sectional activities.

For your Church Administration Notebook, enter as much detail under each event as possible, especially noting and highlighting what is expected of the pastor.

When you have completed this section, get a large calendar and fill in ev​ery activity on a weekly, monthly, and annual basis. Leave room on the calen​dar for additions. Use a pencil so adjustments can be made easily.

Post the events calendar in your office or the church office. Establish this as your master calendar of events. Begin to train the leaders of the church to get all activities on the master calendar. Emphasize that activities already posted on the master calendar have precedence over requests and plans for new programs.

Establishing and maintaining a master calendar is at the very heart of your systems and controls. Learn to update your master calendar at least once a week. It is good to keep a portable appointment calendar with you at all times, but be sure to maintain the large, master church calendar. You will eventually refer to it daily.

3. Your next section is entitled “Policies and Procedures.” As the church grows, this section will enlarge to a manual of some size. Many times proce​dures have been followed for so long they are actually unwritten policies.

The Constitution is the first policy statement. The By-Laws are a clarifica​tion of the Constitution, giving further detail. All policies and procedures are nothing more than further clarification and detail of the Constitution and By-Laws. Thus, outlining policies and procedures is nothing more than clarifying the chain of authority.

Carefully study the constitutional policies. Then, study the By-Laws poli​cies. Underline and list in your Church Administration Notebook the By-Laws directives that affect the day-to-day operation of the church.

List official board policies. This takes some time and effort, but it is worth it. It is best to go back 3 or 4 years in the Minutes of the Official Board and list policies that have been established. Policies are directives that are basically open-ended.

In your notebook, create a sheet in the following manner for Official Board Policies:

	SUBJECT


	DETAIL
	DATE PASSED

	Fund Raising


	The board shall approve all requests for fund-raisers in all departments.


	3/10/95

	Medical Insurance

	The church will pay all health insurance pre-premiums for the Pastor’s children.


	10/2/95

	Missions

	It shall be the policy not to allow individual missionaries to raise personal pledges by passing out pledge forms to the people. The board shall determine the monthly support of  missionaries.


	12/2/95


Most binding policies are through official board action, and should be listed as noted above. However, there are procedures you need to observe and note. Create another sheet in the following manner for Departmental and General Procedures:

	DEPARTMENT


	SUBJECT
	DETAIL

	Public Relations


	Newspaper ads
	I do weekly ads, but Sister Atkins is artistic and draws special ads.



	Christian Education


	Christmas gift to Sunday school Superintendent


	The pastor has always arranged to present a gift to the superintendent the Sunday before Christmas. This gift is given during the morning worship.




This section of your notebook will be invaluable throughout your entire pastorate at the church. Keep it current.

C. The next section of you Church Administration Notebook is really the challenge of the pastor: What Needs to Be done. 

As stated before, this area of the notebook should be divided into three sub-sections entitled, “What to Keep and Strengthen,” “What Needs to Change,” and “What Needs to Be Added.” 

From the very first day there will be things that obviously fit clearly into one of these three categories. The area of change is, at the same time, both ex​citing and risky. How and when to make changes is as important as the changes themselves. This is why you need to outline your goals very carefully and plan the procedures in detail.

1. From first sub-section is “What to Keep and Strengthen.”  Throughout your entire ministry maintain the philosophy that no one is excited by excel​lent but sloppy preparation. Also remember that unnecessary ignorance can offend many, sometimes to the point they will never return to church.

· Obviously keep personnel, programs, and policies that are working well or will work well with a little guidance. Plan to build upon the people already in place. We will deal with difficult people in the next few paragraphs.

· You will want to keep and strengthen basic programs, such as the Sunday and midweek services, Sunday school, children’s programs, youth programs, and adult programs, etc. The purpose of our administration is to strengthen and build upon good solid programs.

· Keep in focus those areas that run unusually well. Behind these well-run programs are good people who may prove to be keys to more ambitious and progressive plans later.

2. The second section is entitled “What Needs to Change.” Almost immedi​ately you will probably note personnel who are disasters in certain areas. Be very patient. Most people understand patience, but resent impatience—even if they know you’re right.

· Take note of the personnel who must be eventually redirected or, in some cases informally retrained. In other situations there will be personnel who will have to be retired. Remember, the “how” and “when” is as important as the “what.”

· You will soon learn there are programs that need to be changed. Under this section, begin to list ideas and suggestions that will help in the overall program. Often pastors have wonderful ideas, but simply tack them on to a bad system. Then they wonder why their ideas didn’t work.

· Watch, listen, and ask questions for a time until you not only learn the in​gredients of a church program, but also learn why the chemistry or mixture does or does not blend. Good changes take time, insight, and patience. For in​stance, if changes are needed in the music department, begin to examine new people and ideas that would better the program. The same is true when re​viewing the worship services and other areas of your church.

· Remember to strive for excellence. Don’t exchange a mediocre program for another mediocre program. Get ready to exchange a mediocre program for an excellent program.

· List all the things that need to be changed—from the church sign, build​ing, or bulletin, to all other areas. Determine how and when to make recom​mended changes.

· In obvious areas you could suggest some non-personnel changes soon after you arrive, especially if the resources are available. Suppose the old church sign is a disgrace. Since the name of a new pastor needs to be added, it would be in the realm of common sense to suggest to the board they consider a new sign immediately. It is reasonable and important to project a better im​age to the community.

· Many little things can be changed without threatening anyone. For something that involves others talk to those involved first.

3. Your third section is entitled “What Needs To Be Added.” Resist the temptation to immediately make changes. However, there is nothing wrong with beginning to consider and clarify in your own mind what personnel, programs, and policies need to be added. As you ask questions and gather material, you will discover many gaps in your church organization that will need to be filled to provide good systems and controls for new programs.

D. Previously we outlined how to effectively take a new program through from inception to completion. For the final section in your Church Admini​stration Notebook, create the following pages “New Personnel Needed”. New programs needed, New policies and procedures needed.

After we take the time to put the Church Administration Notebook to​gether, we will not only have a working knowledge of the church in a very short amount of time, but will also be able to take our proper role as leader because we will know the facts about the organization. Pastors who choose to discipline themselves to be good administrators not only are prepared for growth, but actually create the dynamics of growth. The single most neglected factor in church work is church administration.

1. The next step is to put together the first administration flowchart. As the church grows and adds activities enlarge the flowchart to include all new sys​tems and controls.

· The creation of a flowchart is obvious. It is the definition of what is hap​pening under what authority. The flowchart forces us to be objective and factual about all areas of the church. A good church administrator will build a strong church body through a clear understanding of the anatomy of a church body. The flowchart is the skeletal structure of the church. Most pas​tors have problems understanding how a church should work because they have never taken the time to build an organization through which church life should flow.

· In the spiritual flow of authority I view the top church authority like this:

	Jesus

	Pastor

	Deacons

	The Flock


· The pastor of the church has been given spiritual authority over the board and members. That is why, from the very beginning, insist upon the biblical right to preach what you want (being subject to the Word of God). Also insist on having the right to pick and choose who ministers from the church pulpit. In spiritual matters we are given great authority. The pastor should be careful not to lord it over God’s heritage, but at the same time the pastor must not de​fault on his leadership responsibilities. The pastor should never feel above his people as a person, but he must accept the authority of his role.

· If you fully understand your spiritual role as the pastor, then you will not be threatened by your administrative role. I believe the dual role of spiritual leader and church administrator is a great check and balance on top leader​ship. In spiritual matters I am answerable to God. In administrative matters I am answerable to men. This balance keeps me free in the Spirit and at the same time accountable in the flesh.

· Some pastors never accept for themselves or train their boards on this dual role. They are forever trying to operate by one or the other authority when they should use both. To use only one authority structure for both pastor and administrator will be frustrating.

· For instance, pastors who used the spiritual authority structure to run the administration come to the conclusion that they are not accountable to a board or anybody else. Other pastors have used the administrative authority structure to operate the spiritual life of the church, resulting in a lack of bold​ness in the pulpit and fearing man.

· In our sections on church administration we will be using the flowchart for a small and/or moderate size church. Use this chart only as a guide, not as a rule. The body is a living, growing thing and should never be limited or in bondage to a structure that restrains, but should use structure to expand. How​ever, the body should always be well defined to be functional.

· The minute you start pastoring, you pastor two churches, not one! You pastor both the church that exists and the church you see by faith. Faith is a new kind of seeing.

Here is the structure I would recommend for churches running from 25 to 80 in attendance:

	Corporation

	
	

	Church Body

	
	

	Official Board

	
	

	Pastor (Chairman

and Administrator)


	
	

	
	
	
	

	Sunday School 
	Administration
	Ministries Department

	
	
	

	Children
	Finance
	Missions

	
	
	

	Youth
	Clerical
	Music

	
	
	

	Socials 
	Custodial
	Women

	
	
	

	Library
	
	Men

	
	
	

	Senior Citizens
	
	


Be flexible about where you place all these areas of church work, but be specific. Perhaps you want other ministries under Sunday school or vice versa, but identify each area and place each under one of the three categories.

I recommend the following chart for churches running from 80 to 300 in attendance.

	
	Corporation

Church Body
	

	
	
	

	
	Official Board
	

	
	
	

	
	Pastor (Chairman and Administrator)
	

	
	
	

	
	
	

	Departments
	Administration
	Ministries

	
	
	

	Christian Education
	Finance
	Music

	
	
	

	Children
	Clerical
	Visitation/Evangelism

	
	
	

	Youth
	Custodial
	Ushering

	
	
	

	Women
	
	Communion

	
	
	

	Men
	
	Missions


Refine this flowchart as you grow. Add every significant ministry to your flowchart. 

These are your structures.

Keep a small copy of your flowchart in front of your Church Admini​stration Notebook.

Appendix A

WORKSHEET FOR KEY RESULT AREAS

WITH POSITION RESULTS DESCRIPTION

Assignment: As a committee, select a church position, list its key result areas, and list the per​formance standards for one of the key result areas. Write down the conditions that must exist when the key result area is being satisfied. Be sure the conditions you describe are specific and results-oriented. Also, be sure it is clear how the condition is measured and quantified.

Position:  









Key Result Area:  








Key Result Area:  








Key Result Area:  








Key Result Area:  








Key Result Area:  








Key Result Area:  










Performance Results Description:



1.




2.




3.




4.




5.




6.




7.




8.


Appendix B

MEMBER PROFILE SHEET

Name 



  Home phone 


  Work phone 




Email address 



  Profession/Occupation






Have you completed a Spiritual Gifts survey?  Yes
  No
   If so, what were your top three Spiritual Gifts?

1. 



  2.



  3.





I feel that God is calling me into a ministry of








What is your passion? What do you love to do? (in order of preference)

1. 



  2.



  3.





Please Check All That Apply

Sunday School/Outreach Ministries

❑ Sunday School department director

❑ Age group 



❑ Sunday School teacher,

❑ Age group  



❑ Sunday School substitute teacher,

❑ Age group  



❑ Other Sunday School worker  

,

❑ Age group  



❑ Class outreach volunteer

❑ Assist with administration in Sunday School

❑ Assist with homebound ministry

❑ Outreach team captain

❑ Outreach/visitation participant

❑ Childcare for outreach visitation

❑ Share testimony through visitation

Discipleship Ministry

❑ New Convert course director

❑ New Convert course teacher

❑ Vacation Bible School director
❑ Vacation Bible School teacher

❑ Age group 



❑ Vacation Bible School teacher ‘s assistant

❑ Age group 



❑ Vacation Bible School crafts

❑ Age group 



❑ Vacation Bible School snacks

Preschool Ministry

❑ Preschool coordinator

❑ Volunteer in preschool on a regular rotation

    for worship service

❑ Volunteer in preschool during New Convert class

❑ Worker in preschool during special events

❑ Worker in extended session on rotation

   during worship service

❑ Worker in children’s church on rotation

   during worship service

❑ Worker at Sunday School check-in station

Children’s Ministry

❑ Children’s sermon

❑ Community Easter egg hunt

❑ Children’s campouts

❑ Children’s events

Student Ministry

❑ Back-to-School Bash

❑ Youth events

❑ Youth campouts

❑ Lead in-home Bible study

❑ Chaperone events

❑ Give testimony

❑ Praise Band Wednesday night

❑ Host small group in home

❑ Lead discipleship class/study

❑ Senior Adult ministry

❑ Help with special events

❑ Lead Bible studies

Music Ministry

❑ Participant in adult choir

❑ Participant in tour choir

❑ Participant in ensembles

❑ Participant in handbell choir

❑ Pianist in Sunday School department

❑ Pianist for special events

❑ Pianist in children’s choir

❑ Leader or assistant in preschool choir

❑ Leader or assistant in children’s choir

❑ Leader or assistant in youth choir

❑ Drama/Acting

❑ Designing scenery and props

❑ Painting scenery and props

❑ Sewing costumes

❑ Art work

❑ Banners

❑ Bulletin boards

❑ Calligraphy

❑ Computer graphics

❑ Play musical instrument 



❑ Sound technician

❑ Lighting technician

❑ Video technician

❑ Power Point operator

Bus/Van Ministry

❑ Maintenance/upkeep

❑ Drive for:

❑ Sunday morning


❑ Sunday evening


❑ Wednesday evening


❑ Preschool/Children events


❑ Youth events


❑ Adult events


❑ Senior Adult events


❑ Special events

Public Relations Ministry

❑ Journalism

❑ Photography

❑ video

❑ Computer/Web site

❑ Graphics

Decorating/Design Ministry

❑ Decorating for special events

Intercessory Prayer Ministry

❑ Monday prayer group

❑ Pray-grams

❑ Prayer chain participant

Food Preparation Ministry

❑ Delivering meals

❑ Table arrangement/room setup

❑ Fellowships

❑ Delivering meals

❑ Serving

❑ Clean up

❑ Special needs/bereavement

❑ Special events

❑ Cook/prepare food/grill out

Missions Ministry

❑ Children’s Home

❑ World Changers building projects

❑ Short term trips

❑ International trips

❑ Special local projects

❑ Toy Store

❑ Nursing Home Visits

❑ Counselor/Speaker

❑ Music

❑ Participant

Prison Ministry

❑ Prison Ministry director

❑ Lead Bible studies

❑ Preach

❑ Music

❑ Testimony

❑ Special Events

Ordinance Ministry

❑ Assist with baptisms

❑ Lord’s Supper preparation/cleanup

Building and Grounds Ministry

❑ Building (maintenance)

❑ Grounds (landscaping/lawn)

❑ Painting

Recreation Ministry

❑ Coaching

❑ Participate

❑What sport 



Welcome Center Ministry

❑ Usher

❑ Greeter

❑ Guide guests to rooms

I would be willing to help with . . .

❑ Church picnic

❑ Fall Festival

❑ Intercessory prayer

❑ Setting up for special events

❑ Special mail outs

❑ Assist with Men’s Ministry

❑ Assist with Women’s Ministry

❑ Volunteer in church office

Hobbies/skills/talents

❑ Basketball

❑ Boating

❑ Camping

❑ Computers

❑ Crafts

❑ Exercise

❑ Fishing

❑ Gardening

❑ Golf

❑ Hunting

❑ Painting

❑ Photography

❑ Quilting

❑ Running

❑ Sewing

❑ Softball

❑ Tennis

❑ Volleyball

❑Walking

❑Woodworking

❑ Other 
_________________

Church Administration

Church Finances and Office

Lesson Three
Teacher’s Manual

I. OFFICE ROUTINE

To say the function of the church office is varied and multipurpose is an understatement. The church office plays a unique role in the life of the local church, since it carries out business functions while often serving as a gather​ing place for church members to interact socially.

What we want to do is create and manage an office that accomplishes the overall purpose of serving God and His people well. That worthy goal de​serves quality time to plan the ministry environment and significant effort to manage it on a daily basis. This planning and managing proceeds from a real​ization that the ministry of the church has four main needs: a purpose, a place, people, and procedures. The wise pastor will recognize these requirements and work to integrate them into a smooth-running organization.

In your first church you are often the only person available to run the of​fice. This is not a “negative,” for a short period of time, because it forces you to become acquainted with all details of the church.

A. The Purpose
1. A church office’s purpose should reflect the mission of the congrega​tion—to care for the needs of people, both inside and outside the church family. At the same time, the office must perform necessary business func​tions. The people who work in the office thus have dual roles of Christian ministry and sound business practice. Obviously a minister has different du​ties than a secretary or bookkeeper, but the overall goal is the same.

2. With that in mind, church staffs need to have a “customer orientation” about their work, with a ministry-team concept. Telephone calls and walk-in “interruptions” would then be viewed as part of the job and not sources of ir​ritation. The attitude is not: “I can’t get my ministry work done because I have all these people calling me.” Rather, “all these people” are the work of the ministry.

3. From the beginning we have to be diplomatic but firm about people coming to the church office to visit by the hour. If you are a staff of one, train people by telling those individuals who are obviously making a habit of being in the office all the time that, “As long as we can’t afford an office sec​retary, I will be running the office. I would like nothing better than to visit during office hours, but please understand I will have to visit with you on my own time.”

4. If you answer the phone and proceed with your work, they will soon get the message that it’s not a good time to “chew the rag” with the pastor. When people seem to insist on remaining, ask them to pitch in and help with the work.

5. Throughout your entire ministry you will have to learn how to handle well intentioned but time-consuming people without offending them. Don’t be too hard-nosed. People in a small church resent a pastor who seems unavailable.

6. The responsibility for keeping the office running smoothly and on schedule often falls to the pastor. The office may be staffed with no more than a part-time secretary giving a few hours a week, or even the pastor him​self pecking out the church bulletin each work and answering the phones. Or the church may have a large, well-staffed administrative center, equipped with state-of-the-art technology and highly trained personnel. However, whether the office houses a one-person operation or a staff of 50, the mission remains the same—to serve the Lord and His people. Therefore, we want to surround ourselves with people who believe that what they do strengthens the congre​gation’s life.

B. The Place
1. You will be amazed how much time you will save by taking a few hours to get ready for business. Church office space needs to be organized for the greatest efficiency and effectiveness. As a minimum, the minister should have a private office or a secluded area to work. This space provides a quiet study environment and allows for confidential meetings and counseling sessions.

2. A secretary also needs a specific work area, located as close to the pastor’s office as possible. A wall or barrier—preferable a counter or chest-high wall—should separate the front entrance and the secretary’s work area. This establishes a boundary for greater staff privacy and confidentiality.

3. In general, the office environment should be planned around functions that are basic to maintaining the communications of the church, including: keeping the books and records, answering phones, corresponding, and pub​lishing materials. Once the required functions are identified, the physical as​pects of the environment can be planned, such as:

· Acoustics. Noise created by office activities should not be allowed to disturb the staff’s studying and counseling activities. If this is a problem, make necessary adjustments from installing soundproof materials to simply relocating office machines. For example, a computer printer next to a tele​phone isn’t a good idea. And while acoustical privacy (a quiet place to work) is desirable, so is visual privacy. Screens or movable partitions can serve both purposes.

· Lighting. Because glare on computer screens can be a significant problem, many church offices have begun using “work station” lighting rather than overhead lighting exclusively. Whatever the approach, today’s of​fice needs adequate, effective, and energy-saving lighting.

· Carpeting. Aside from its aesthetic value and noise-reducing ef​fects, carpeting tends to reduce overall maintenance costs, too. When choosing carpet, determine the office’s needs concerning wear-ability, pile height, and static-electricity avoidance.

· Air-conditioning. Aside from the obvious comfort advantages, air-conditioning, if working properly, will maintain an acceptable level of humid​ity in the office. This actually helps office equipment operate better, particu​larly photocopiers, since the amount of moisture in the air effects the copier’s paper handling ability.

· Equipment. The ideal church office would include:

· A desk and comfortable chair. The desk should be kept clean ex​cept for the current project.

· A computer or typewriter. Once master lists are entered a com​puter becomes a big time saver for the pastor and staff. If you do not know how to type, you will have to beg, plead, or borrow a volunteer to do typing for you.

· A phone system. A system with multiple extensions and features is within the price range of most churches.

· A fax machine. How did we ever get along without faxing? An adequate machine is no longer a high-cost item.

· An answering machine or service. These communicate our con​cern for keeping in touch with people. Many churches now record outgoing messages that give service times and special announcements, along with a promise to call back.

· An adding machine. Accounts for individual giving and church funds must be accurate.

· A five-drawer file cabinet with lock. Copies of correspondence, financial records, and meeting minutes must be kept in a safe, accessible place to the pastor and staff but protected from others who do not need to know.

· A photocopier. Buy a copier that fits actual office needs. For ex​ample, though all the bells and whistles look good in the showroom, how of​ten do we actually need an enlargement feature? One approach to need as​sessment is to count the number of copies a church makes in an average month and then add 25% to determine copy demand for the first machine.

· Mailroom equipment. Postage meters are convenient but can be expensive. They need to be maintained and usually require a maintenance contract, but they can be a great time-saver for churches with large mailings.
· Supplies. You will also need office supplies. The minimum list of necessary supplies needed to set up an office are:
· Non-profit stamp

· Typewriter Ribbons

· Carbon Paper


· Tape

· Tape Dispenser


· Pencils

· Pens


· Exacto Knife and Blades


· Ruler

· Rubber Bands


· Paper Clips

· Stapler


· Staples

· Staple Remover


· Letter Opener

· Eraser (soft)

· Scissors


· Dictionary

· Typing Paper


· Stationery

· Envelops


· Stencils

· Binders (3-ring)


· Rolodex File

· Rolodex Cards


· Writing Pads

· Scratch Pads


· Telephone Message pads

· In/Out Basket


· Clock

· Pencil Sharpener


· Telephone Books

· Pendaflex Files


· File Folders

· Folder Labels


· Church Mailing Labels

· Wastebasket


· Three-hole Punch

· Desk Calendar


· Church Planning Calendar

· Directories


· Book Shelves

· Kleenex


· Paper Clip Holder

· Membership Card File


· Membership Cards

· Status. While this may seem an inappropriate requirement for a church office, it still needs to be addressed. In offices with a multiple staff, the rule of thumb should be that privacy in a church should be reserved for con​fidentiality and protection of funds, not to establish rank. Staff people who interact with the public a great deal should be accessible. Putting secretaries in private offices usually is not a good practice within a church culture. However, putting a bookkeeper behind closed doors is certainly warranted.

C. The People
The number of staff to be hired for the office obviously depends on the church needs. When a church grows and new ministries blossom, more staff must be added. Factors such as the expectations of the congregation, the availability of volunteers, and the amount of work generated by the pastoral staff also affect staff size. Though some churches add staff for growth as op​posed to increasing the staff in response to growth, the cautious approach is to add positions only as the needs arise. Each potential position needs to be evaluated carefully before adding it to the church’s financial commitments.

No matter how large the office staff, a personnel policy handbook is abso​lutely essential. The need to set policy guidelines and rules (and to be in compliance with federal and state laws) makes a written policy crucial. Staffs also tend to work better in organizations that have well-publicized rules and standards. In addition, as a church staff increases, an office-procedures hand​book becomes useful. The handbook describes standards for routine proce​dures: tells where important papers, keys, and supplies will be located; and details who is responsible for which specific tasks in the office.

1. When your church is financially able to hire a full-time or part-time secre​tary, there are definite qualities this person should possess. I have made a list of questions you must ask yourself before hiring a secretary. Be careful to an​swer these questions with complete honesty. This will be a tremendous help to you when trying to hire the right person for the job.


Qualities of a Church Secretary: 

· Establish her worth - What is your estimate of a secretary?

· What is her value to you? To the church?

· How should you treat her?

· How should others treat her?

· What skills does she need to possess to handle the job? What skills does she have?

· What type of individual are you looking for?

· Typist?

· Receptionist?

· Coworker?

· Part of your team?

· An extension of yourself?






Essential traits

· A secretary’s skills are only part of her total effectiveness; in your estimation, what makes up the other part?





The interview

· What should we talk about?

· What do I, as an employer, want to know about this prospec​tive employee?

· What questions could infringe on a person’s “personal rights”?

· What would an employee want to know about a prospective employer?

· What will be the salary?

· What are the fringe benefits?

· What are the church’s office hours?






Do I hire an inexperienced person I can train, or someone with experience?

2. After the interview, both the prospective employee and the employer should take their time in making a decision.

As the employer, you should look for a balance between enthusiasm, ex​perience, and education. Always check the references given to you by the prospective employee.

The church secretary is the crucial, hidden link in the chain of most church projects. Unfortunately her value is often taken for granted—until the chain breaks or she goes on vacation!

Here are ten ways we can help keep a secretary motivated:

· Prepare her for reality. Secretaries often hear how blessed they must be to work in a church office. In reality, the level of nit-picking, catti​ness, and hypocrisy they see among the church​goers and staff may shock sec​retaries. As pastors, we need to prepare incoming secretaries for the fact that the church is full of very human people.

· Keep her informed. To see how well we are communicating with our secretaries, can we ask ourselves: Do I tell my secretary when I leave the office, so she can let callers know? Do I update her by phone when my schedule changes? Does the secretary know my time preferences for counsel​ing, studying, visitation, and other activities, so she can schedule people ac​cordingly? On new projects, do I communicate our expectations with precision? One helpful practice is to compare calendars at the beginning of each week to see that they agree.

· Be aware of all her responsibilities. Secretaries do many tasks the pastoral staff may not notice, such as bookkeeping, reporting to local authori​ties, financial accounting, and banking. Remembering this can help us regu​late the amount of work we give her, and when.

· Highlight her work as a ministry. A church secretary performs a vital ministry: she is the servant’s servant. We must affirm her in this. Some churches include secretaries in staff meetings. Others have done away with the distinction of “ministry staff” and “clerical staff.”

· Don’t put her on the spot. A secretary’s services shouldn’t be volunteered to church committees we serve on, at least not without her prior consent. Also, when church members request help, the secretary shouldn’t be asked to respond in front of the inquirers.

· Watch for “internal injuries.” Secretaries hear a lot of complain​ing from all quarters of the church. A good secretary shields the pastor from much of this—but at an emotional cost. The caring pastor will be sensitive to what she bears and give her opportunity to ventilate.

· Be a pastor to her. A good secretary is professional, so it’s easy to mistake her professionalism for perfect emotional equilibrium. But secretaries can hurt, too. We must look to the person behind the secretary role to ensure that she is faring well spiritually.

· Trust her. A relationship of trust is essential to any secretary’s emotional and professional well-being. In one sad case, the board sharply questioned what the secretary did with her time and actually sent men in to monitor her work. She was deeply hurt and soon resigned.

· Support her publicly. At a minimum, we should not announce a secretary’s blunders in public: “My secretary failed to tell me about this ap​pointment.” Also, we should be ready to stand by her when she is wrongly accused.

· Affirm her regularly. Church secretaries are often noticed only for the mistakes they make. Affirmation and encouragement create the proper kind of atmosphere for a church office. Honoring her on her birthday and Secretaries Day (the fourth Wednesday in April) are important starts.

· These ten reminders can make our ministries—the secretary’s and the pastor’s—more positive and effective.

3. As the church grows, so will your staff. The following is a list of suggested hiring priorities for the growing church. Of course, this is merely a suggested list. Your staff will need to be added according to the definitive needs of your specific church.


Suggested Priorities in Growth of a Multiple Church Staff:

· Senior pastor

· Church secretary, (serving as pastor’s secretary, receptionist, and bookkeeper)

· First custodian

· Youth or music minister

· Second secretary (doubling as bookkeeper and secretary to the youth or music minister)

· Music or youth minister

· Third secretary (receptionist, doubling as music or youth secretary)

· Children’s pastor or Christian education director

· Business manager

· Bookkeeper

· Visitation and pastoral care

· Fourth secretary

· Junior high minister

· Second custodian

· Fifth secretary

· Singles minister

· Sixth secretary

· Senior citizen’s minister

· College minister

· Seventh secretary

D. The Procedures
Some church members feel that the office, its staff, and the equipment are there for their personal use. While to a limited degree the office resources should be made available for general church business, basic guidelines must be clear. For instance: here are three important rules.

1. The pastor’s work takes precedence. Others may have work they want done, and the pastor can decide what other projects have temporary pri​ority. But the pastor’s work comes first, unless he frees the secretary to work on another activity.

However, this does not excuse the pastor to delay in getting a project to the secretary. Nothing is more frustrating to a staff member or volunteer than to have the pastor drop a significant work project onto the desk and say, “I need this yesterday.” A plaque hanging on the wall in one church office summed it up for the church secretary: “A failure to plan on your part does not constitute a crisis on my part.”

2. An office manager should delegate secretarial work. When offices employ more than two secretaries, all work should be channeled and priori​tized through a manager. The receiving and managing of workflow and as​signments through one person helps eliminate the problem of who does what for whom. If a board member or Sunday school teacher asks the office staff to do a certain job, the manager can be the “traffic cop,” making the work-flow decisions.

3. Specific assignments should be given to specific people. For ex​ample, one per​son should handle filling in the church’s master calendar, or​dering supplies should be designated to one person, and so forth. It works best to divide up the regular duties and make assignments.

E. The Routine. 

1. The first duty in any office is to take care of the mail. Keep personal correspondence separate from mail addressed to the church. Build a file for church business and correspondence. Discipline your​self in keeping all business for the church in the church office.

2. Keep personal business in your pastoral office or study. Soon you will be turning the office over to a secretary and she will need things pertaining to the business of the church, and all the correspondence to the church, in the church office.

3. Handling correspondence is important. Process the mail each day you are in the office. Do it first because correspondence has a tendency to pile up and get lost.

· Set up a freestanding divider for sorting mail that goes to others in the church. Put the names of departments and/or individuals on the dividers. Place all information or business mail in the department or individual’s divider that he/she will need to read and/or respond to.

· For instance, your treasurer will need to have a place where he can pick up bills to be paid, as well as other information that he needs to do a good job. Department heads receive information from the denomination on a regular basis. Teach these people to stop by the church office on a weekly basis to pick up pertinent information that has been placed in their mail dividers.

· After you have read all mail, immediately answer necessary correspon​dence. Promptness in correspondence is essential. If you do not have some​one who types your visitor letter, do those and get your outgoing mail ready for mailing. If for some reason you cannot do the work right then, put it all in your action file—either a desk tray or a folder on top of your desk.

· Make copies of all personal letters (except visitor letters) and file them in your correspondence file drawer. Alphabetical files are good for filing correspondence.

4. Church stationery should be the best you can afford, and should be pro​fessionally designed and printed.

5. Now you are ready to turn to your business diary. This can be an infor​mal, loose-leaf notebook, or it can be an executive Day-Timer. Your church office diary is where you keep track of the order for the day.

1. On the first of the office week, carefully list all the things needed to be done and place them in time slots in your church diary. Each event on the church calendar usually affects the church office in some way; i.e., public re​lations, room setup, and contacting people. Every event affects things and people. Good administration is learning how to anticipate details to avoid conflict.

2. Now go back to those things listed in the church diary that need to be done that day. In a short period of time you will establish an office routine that will, in turn, make it easy to teach and train a secretary when the church can afford to hire one.

F. The Church Bulletin. 

Most pastors who are just starting out have the responsibility of putting together the church bulletin. Keep one thing in mind: a poorly done church bulletin is worse than none at all. In other words, if you choose not to do a neat job on a bulletin, don’t put one out. There should be no misspelling. Always use good grammar. There shouldn’t be any typing errors. Information should be placed in neat columns. Remember these do’s and don’ts. They are all important.

A church of any size can afford to put out a good bulletin. To do so re​quires three things:

1. Good Material. Write material that is vital and interesting to your people. Put in all activities for the coming week. Alert people to events you plan to promote in the next quarter. Place brief news about the missionaries that your church supports. Put in material you would find interesting and in​for​mative yourself.

2. Good Layout. If you are not good at layout work, get a volunteer to help you with this task each week after you have written the material. For pennies a week you can subscribe to bulletin insert companies that provide all kinds of illustrative materials.

3. Good Printing. In all printing needs for your church you should strive for excellence. However, in no other area is good printing more neces​sary than for the bulletin. It is often the first communication that visitors re​ceive from your church. The bulletin also tells people how much you care. If you cannot afford a machine that duplicates well, ask around until you find an of​fice manager who will let your use a machine once a week for a few minutes. Whatever you need to do to produce a well-written, well-designed, well-printed bulletin, by all means do it!

G. The Mailing List. 

Your mailing list is the lifeblood of your church because it is necessary to communicate with your congregation from time to time by mail. It is important to build and maintain the largest immediate-area mailing list you can.

1. I recommend you place every “in area” visitor on your mailing list. These visitors are your best prospects. If they do not want to be on your mailing list, they will either call you or refuse the mail.

2. There are many reasonably-priced methods that can be used to maintain the list and produce labels for mailing. For a list under 250 names, I recom​mend the perforated label sheets available at all stationery stores. You simply mimeograph a 3-month supply. Names can be easily added or marked out if people move or desire to be deleted from your mailing list.

3. Request an address correction on all publications and correspondence. The post office will return the mail to you at a small cost, but it is well worth it. Using address corrections will keep your mailing list current.

4. When sending 200 pieces of mail at a time, you can apply for a third class, non-profit mailing permit. This permit allows you to send out large mailings at a reduced cost. When my mailing list was around 150, I mailed 5 pieces to each member of 10 or 12 families so I could qualify for a bulk mailing per​mit. This saved the church a lot of money in postage costs.

5. Keep a master mailing list. Also, keep a copy of this list in your desk in your study at home. From the master list, keep the rolodex file in the church office updated.

6. On the rolodex cards, include the names of every member of the family. Note whether the family members are members of the church. Birthdays are also good to have on the cards if the information is available. Put work num​bers (W) under home numbers (H) on each card.
7. As changes occur in families, make sure your files are changed. Be care​ful to make these changes on all files you maintain. 
8. From the master mailing list you need to make special lists for Sunday school workers, youth workers, board members and all others involved with different ministries in the church. With these lists you can readily send out notices to people without constantly having to do research to compile names and addresses.

H. Filing. 

Most pastors do not like the job of filing, but it is neces​sary for record keeping and ready referral. You will find all copies of first class mail invaluable. I cannot recount the times I have had to go to the files and pull information. With church business it becomes a legal protection.

1. For correspondence with individuals, your files become a personal pro​tection. Your personal correspondence files should be kept in the church of​fice because most of your correspondence will affect the church. Of course, letters to your immediate family members would be kept in your personal files.

2. Filing is basically an exercise in common sense. As areas of interest and correspondence multiply so will your files. Simply label file folders and dis​cipline yourself to place all materials worth keeping into logical categories so you or anyone else can find the information quickly. With a volunteer file clerk or secretary, you will be able to set up your filing system in one afternoon.

3. Once a year you need to go through the files and discard obsolete and dated material.

4. Many crises can be avoided when the pastor schedules and chairs regular staff meetings that include paid and volunteer staff members. Sometimes the pastor’s office role involves making sure staff members and volunteers are planning with one another’s projects in mind. The pastor sets the example by communicating the new events or ministries in the coming months and re​view​ing regularly the annual, quarterly, and monthly events in the congrega​tion’s life.

5. Running an efficient office is a little like being captain of a boat. Some pastors are captains of aircraft carriers, others of frigates, still other of ferries and sailboats. It takes much more time and advance planning to turn the air​craft carrier in another direction than to turn the ferry. To carry off effective programming, large churches require significant amounts of intentional plan​ning and supervision, and careful provision of resources.

6. Small-church pastors, piloting sailboats, must also anticipate the future. However, they do most of the work trimming the sails, steering the rudder, and watching for obstacles. These pastors usually have a part-time secretary or no help at all, so attention to detail is essential.

7. If detail is the pastor’s weak point, someone must be recruited to “sweat the small stuff.” Church members feel cared for not only when the pastor is with them in crisis or need but also when the Sunday school curriculum order is placed, the monthly financial report is balanced, and the newsletter is com​pleted. Whether the church is large or small, the pastor’s office manage​ment role is the same: define direction, set priorities, state tasks, evaluate per​for​m​ance, and see the church office as a focal point for caring.

II. CHURCH FINANCE

Church finance is probably one of the most important subjects with church administration. Pastors often do not know how to approach the area of finance in the church. Yet it is vital that every pastor know about the dynamics of church finance, the record keeping process, and the administration of money.

A. A Philosophy of Church Finance

It is my philosophy never to touch any funds of the church except my own salary. However, I also believe the pastor, as chairman of the board, has the responsibility to account for every cent of church money and report it to the church. Therefore, the pastor must take a very strong and active role in the administration of church finances.

In some churches the treasurer has put a hammer lock on church finance and has come to the conclusion that he is the only person responsible for the church’s finances. There are some tightfisted treasurers who dictate where money is or is not spent. This is a total misuse of the treasurer’s office. The official board is legally recognized as the board of trustees and legally the body that determines where all funds are spent.

No pastor should ever feel threatened by members of the official board who want to know where church money is spent. That is their job. Similarly, a church board should not shirk their responsibility and defer these matters to a treasurer. The board must be led by the chairman, who is the pastor, and they must seek unity when dealing with financial matters of the church.

B. The Treasurer
This office has been one of the most misunderstood areas of church work. Often, this is the result when treasurers have not been given definite directions concerning the job he/she is to fulfill.

The treasurer is the person who keeps a faithful record of all income and expenditures in the name of the church, and he/she carries out the instructions and wishes of the official board in all financial transactions. The treasurer, as an officer of the corporation, also has duties and obligations to government agencies. The gov​ernment sees them as the chief financial officer and, in the case of the misuse of funds, they are the one that goes to jail. These duties should be well understood.

Questions about the role of a treasurer in your state, can often be an​swered by writing to your district secretary or the Secretary of State’s office. Ask for the official requirements for a treasurer of a corporation.

C. The Chairman
The pastor’s role in financial matters is as the chairman of the board, not as the pastor of the church. Over time, the board should be made aware of this important difference.

As chairman of the board, you are ultimately responsible for communica​tion and accountability on all financial matters to your congregation. There​fore, it is your responsibility to know the financial policies, decisions, and ac​counting systems in the church.

As the chairman of the board, I always operated on the philosophy that every member of the congregation not only can know about all financial matters concerning the church, but I feel they should know. Because of this, I have always given the members “too much” information. I have tried to an​swer all questions I feel they might have even before they are asked.

To do this, the pastor must have excellent records and a full grasp of the financial picture at all times. If a pastor ever gets to the place where he does​n’t want to face financial responsibility and accountability, or if he wants to hide financial information from the church, his pastoral days are numbered. People will forgive a pastor for almost anything, but they find it hard to ever forgive him for financial deceit or irresponsibility.

The first step in becoming a good administrator of church finances is to ask for a detailed monthly financial statement. This statement should be avail​able to the board. I always insisted upon a detailed breakdown of income and expenditures. I asked the treasurer to put all transactions into well-defined categories and divided according to church departments. I also insisted the statements be balanced. If the treasurer will not or cannot prepare a detailed statement, work with the treasurer to prepare a financial statement. The church may not, at first, want you to get much money yourself, but they will want you to be open and honest about church finances.

The following is a suggested monthly format for the financial report to the official board:

Your Church

June 20         Financial Report

Bank Balance as of June 1:

$2,000.00

General Fund Income

Building Fund
$ 1,000.00


Designated Giving



Christian Education
400.00



Men’s Ministry
100.00



Pastor’s Travel Fund
50.00



Youth
200.00



Women’s Ministries
100.00



World Missions
2,000.00


Special Offerings
1,000.00


Tithes

9,100.00


Total Income
$13,950.00

General Fund Disbursement

Building Fund Transfer
 $ 1,000.00


Christian Education
300.00


Custodial Expense
400.00


Equipment
1,500.00


Guests

600.00


Insurance
250.00


Interest on Loans
2,000.00


Loan Payments
1,000.00


Men’s Ministry
200.00


Music Expense
100.00


Office Expense and Petty Cash
250.00


Outreach
200.00


Pastor’s Compensation
3,000.00


Telephone
200.00


Utilities

500.00


Youth

250.00


Women’s Ministries
200.00


World Missions
1,800.00


(List all other expenses in categories)





Total Disbursements
$13,750.00

Income Over Disbursements

$200.00

Bank Balance (General Fund):  June 30, 20__

$2,200.00

Bank Balance (Building Fund):  June 30, 20__
$12,000.00

Department Balances:  June 30, 20_____


Department
Beginning
Income
Disbursement
Balance

Building Fund
$11,000.00
$1,000.00
$0.00
$12,000.00


Christian Education
50.00
400.00
300.00
150.00


General Fund
1,600.00
10,100.00
10,000.00
1,700.00


Men’s Ministry
100.00
100.00
200.00
0.00


Pastor’s Travel Fund
250.00
50.00
0.00
300.00


Youth
500.00
200.00
250.00
450.00


Women’s Ministries
300.00
100.00
200.00
200.00


World Missions
[800.00]
2,000.00
1,800.00
[600.00]


Balances
$2,000.00


$2,200.00

It is simple to make up a standard monthly form to be filled in by the treasurer each month. Use the basic form suggested as a working draft, then innovate line items as needed.

D. Central Checking System

1. Usually a church consolidates all funds through one checkbook. I suggest a separate account for the building fund because it is good to place the building fund into an interest-bearing account. However, it is good church administration to run all funds and checks through the general ledger. Obvi​ously, if there are several small accounts, there will be difficulty in keep​ing an accurate financial record.

2. Provide funds for emergencies through a petty cash fund. Always demand receipts and keep an accurate record of the expenses of these funds. Also make certain that departments or ministries are charged properly when they use petty cash.

3. Often the church board requires two signatures on all checks. It is simpler with a unified checking system if the pastor is authorized to sign checks. If this procedure is not approved, the board will have to authorize other people who are readily accessible to sign checks. Sometimes it is inconvenient, but it is a great discipline.

4. While the pastor should not touch church money, the pastor does need to have a constant awareness of the financial health of the church. To enhance this awareness the pastor should countersign all checks. Officers of the corpo​ration should be authorized to sign checks in the absence of the pastor. With double signatures, the pastor automatically builds trust with the congregation.

E. Control of Expenditures

This is one of the most trying areas of financial administration, but it is absolutely vital for maintaining good control. When, how much, and where the church can be financially obligated is an educational process. There are basically two systems of control you need to establish: Church Control and Credit Control.

1. Church Control: Requesting Funds. Anyone who needs to obtain a check from the treasurer should fill out a check request form. A sample form is printed below.

	REQUEST FOR

   Funds                                                    Reimbursement



	Item Needed:  _________________________________________

Amount Needed:  ______________________________________

When Needed:  ________________________________________

Requested By:  ________________________________________

Make Check Payable to:  ________________________________

           _______________________________________________

IF REIMBURSEMENT REQUEST ATTACH RECEIPT(S)



A supply of these forms should be printed, then placed in two or three designated areas where church personnel can have easy access to them.

All requests for church funds should be accompanied by some supporting record. This is not because we distrust people, but because it is the only equi​table, practical way to keep a set of books. Challenge the board to begin to conduct the Lord’s business and the church’s financial program in a profes​sional way. Sell the treasurer on the idea that simple procedures that are sys​tematically followed will make the job easier in the long run. Also, these pro​cedures are helpful when there is a change in personnel.

2. Church Control: Assistance. When someone needs financial as​sis​tance, whether a saint or visitor, gaining information from them will justify the assistance if anyone asks and will often weed out those who are simply look​ing for some quick money. A sample form is printed in APPENDIX A.

3. Credit Control. Church charge accounts—credit cards and places that allow you to charge and then bill you at the end of the month—should be consistently monitored. It is a convenience to receive a bill at the end of the month, but if you do not have the cash to pay it when it is due, do not charge it. It is a good idea to have the offi​cial board approve the people who are authorized to use the church’s charge accounts.

Most businesses will demand copies of the signatures of those people who are authorized to charge merchandise on the church account. The church cannot be protected 100 percent, but carefully reviewing all charges to the church allows immediate correction of any obvious misuse of the church’s credit.

I suggest that the church obtain a credit card for the pastor to use to at​tend the General Conference, District Conference and other meetings and to be used by the pastor to entertain guest ministers.

F. Giving Records

The financial strength of the church is based on the spiritual motivation of the people in their tithes and offerings. To encourage the people and show them how important their faithful giving is to the church good individual re​cords must be maintained. 

When the church is small it is not difficult to keep all records by hand. When numerical growth warrants computerization other kinds of accounting procedures are needed.

1. Before every service make sure there is an adequate supply of tithe and offering envelopes available for those who have forgotten or misplaced their envelopes. We not only had envelopes available in a rack at the church en​trance but sticking out of the songbooks.

2. I suggest at the end of each quarter, rather than once a year, a record of giving is mailed to each person showing their tithe and offerings during that quarter and their year-to date total. Studies have revealed that people are more faithful in their giving when they see quarterly how much they have given. Send them a total giving record at the end of the year for tax purposes—this is required by law. The people of your congregation will appreciate this service.

· I am adamant about providing the congregation good service in financial information. The cost for purchasing envelops, recording the giving, and sending out the information is small in comparison to the return on the church’s investment.

· Make giving important by providing the giver all the support and encour​agement you can. If you’re not slothful in church business, people will take their giving seriously.

3. The giving record ledger is a ringed book to insert or remove pages that contain ample columns and space for each individual’s giving. Assign a close-mouthed, willing person the task of taking the envelopes and entering the figures in the ledger each week. Because of the importance of this infor​mation, the giving ledger should be kept in a safe place on the church’s premises. 

4. All the envelopes for the year should be stored in a box as a back-up sys​tem in case something happens to the ledger. Keep the offering envelopes for five years. Churches have be called upon by the IRS from time to time to ver​ify the giving of an individual. The IRS no longer accepts canceled checks as proof of church contributions (some cash checks through the church) but wants proof from the church. Financial records are fast becoming the most scrutinized part of church work.

G. Banking Procedures

After each offering is taken, the money should be counted and receipted by at least two very responsible people in the church. When money is taken out of offering envelopes, the figures should be checked against the amount written on the outside of the envelope.

Sunday school offerings should be counted separately. This is usually handled by the Sunday School treasurer, then recounted and verified by the people who fill out the bank deposits.

Those counting the offerings should take the following steps:

1. Remove money or checks from the offering envelopes. Check the amount recorded on the front of the envelope against what was actually in​side. If the amounts vary, make corrections on the envelope for the benefit of the person who will make ledger entries for individual giving and notify the contributor of the difference.

2. If there is a check without an envelope, simply fill out an envelope for the individual or place the person’s name and amount given on a piece of paper.

3. Band all the envelopes and giving receipts together and put them in a safe, pre-arranged place so the giving recorder can enter the information from the envelopes in the ledger.

4. Count the bills and change separately.

5. List all checks on a bank deposit slip stamping the back of each check with a “For Deposit Only” imprint and the church account. Make sure the deposit slip is in duplicate or triplicate form.

6. Complete all necessary information on the deposit slip.

7. Place the original deposit slip in a bank bag along with the money and checks.

8. Give a duplicate deposit slip to the treasurer. If the deposit slip is made in triplicate, file it with giving receipts.

9. Keep the bank deposit in a safe place until it can be taken to the bank. I think the use of a night deposit is a wise procedure.

10. The treasurer or authorized representative should make the deposit that night or the next day. The treasurer should immediately make any cor​rections if there are counting errors on the deposit.

H. Budgeting

1. Church budgets establish priorities and allow the pastor to anticipate pro​jects and plan programs. Budgets help the board to consider the entire year and save time in later meetings. Budgets help keep the church’s financial programs balanced.

2. As a rule of thumb, budgets should be divided almost equally between administration, debt servicing, and church operations. These three areas include:

· Administration: basically salaries.

· Debt servicing: principal and interest payments.

· Church Operations: what it costs to keep the church functioning with all its needs; i.e., utilities, supplies, department expenses, etc.

3. Missions is designated giving, as is the building fund, and these funds should not be figured in the general budget unless a certain percentage of your total budget goes to these areas.

4. Near the end of each calendar year prepare a proposed budget for the church board. It need not be elaborate, but it must be clear. Leave the pastor’s compensation item open for them to discuss and fill in when completing the budget process; it must be reviewed annually by law. A budget should list all major areas of expense in the church. Projected costs for new programs and/or projects should be included in each of these areas.

5. The board should understand that the budget is a guide to be followed, but that it will possibly need to be changed from time to time during the year to accommodate unforeseen expenses and/or unusual income.

I. Pastor’s Compensation

Determine whether it would be best to have a salary, a percentage, or all the tithes. Seldom is it advisable to take all the tithes. There are too many pit​falls.

Arrange income so the church provides you with things not shown as in​come, for income tax purposes (insurance, retirement fund, etc.). See the Church Financial Resolution (Appendix B). The financial resolu​tion must be adopted annually by either the church board or in a church business meeting.

The Pastor may take an option to report tithing. “I will always give back more than our agreement.”

If you are starting a home missions work, get an employer’s ID number from the IRS.

At the end of the year write yourself a W-2 form from the church.

III. THE CHURCH OFFICIAL BOARD

Almost every pastor of a sovereign church is instantly thrust into three ba​sic positions. Each position is different, yet all three overlap. When elected, you became pastor of the congregation, president of the corporation, and ad​ministrator of the church. To be an effective pastor and administrator, it is necessary to be effective in the role of the president of the board of direc​tors—chairman of the official board.

In spiritual matters the pastor is answerable to God. In administrative matters the pastor is answerable to men. This balance keeps you free to follow the di​rection of the Spirit while, at the same time, ac​countable in the flesh.

Problems in church leadership occur when a pastor fails to explain, im​plement and follow this style of leadership. When a pastor uses his spiritual authority to run the administration he becomes accountable to no one, that is dangerous. When a pastor allows the administrative structure to operate the spiritual life of the church it results in a lack of boldness in the pulpit and a hesitant, fearful man.

A. The Personnel and Function of the Official Board
From the very beginning many pastors have real difficulty chairing boards and committees. Most of these problems stem from attitudes that have grown out of horror stories about some ghastly board meeting that ran until 4 AM and ended in a church split. Some problems also stem from generaliza​tions made about “tough,” “hard,” or “carnal” board members.

1. Every pastor should take the time to cultivate friendships with each board member. These men work closely with pastor, therefore, for the good of the church seek to stay close to them.

Jesus had a small group He chose to work through. He developed a very close relationship with these men. He knew their strengths and their weak​nesses. As Jesus did with His disciples, the wise pastor will spend time cultivat​ing strong, healthy relationships with board members.

2. The Constitution and By-Laws of the local church explain how the mem​bers of the board are selected, what are their qualifications, what is their term of office, and how meetings are called. The size of the church’s official board will vary. There can be as few as three members or as many as the local church feels necessary to smoothly run the church. Know the Constitution and By-Laws carefully in the sections dealing with the official board. The pastor is bound by law to operate by those directives.

In addition to, or sometimes within the membership of the board, are the church officers: the chairman, vice chairman, secretary, and treasurer. The Constitution and By-Laws also explain how these officers are selected.

I know of pastors who could not find a Constitution and By-Laws for their church when they were elected. If this happens, ask the congregation to adopt the suggested Constitution and By-Laws printed in the Manual of the United Pentecostal Church International or the one printed in Appendix A and B. Then prepare a Constitution and By-laws for the church.

3. The church board carries out all legal matters of the church. These people possess the power to act on official documents and properties, and they also have the oversight of all monies.

4. In addition to physical and fiscal matters, the official board may serve as collective spiritual advisors to the pastor. The church board should not be considered a threat. This is a body that should share your burdens and protect you from taking full responsibility for official decisions.

B. Chairing the Official Board

1. There are two types of church boards: the trustee board and the deacon board.

· The Trustee Board that handles the legal and financial matters in the ad​ministration of the church. These people possess the power to act on official documents and properties, and they also possess the oversight of all the moneys.

· The Deacon Board (I called them an Advisory Board) who serve at the di​rection of the pastor. This is a body who will share your burdens and protect you from full responsibility for official decisions.

2. Between all board meetings, keep a small notebook handy to jot down items you consider necessary for board action. A few days before a scheduled board meeting use this list to prepare the agenda. You should follow a basic rule throughout your ministry: NO AGENDA, NO MEETING.
· Agendas are written guides to determine the matters for discussion. If you don’t have an agenda, the meeting will run you instead of you running the meeting. The agenda should be typed and given to board members as they ar​rive at the meeting. A suggested agenda is as follows:

1. Call to Order: “I am calling the Official Board of ________ church to order.”

2. Devotion and Prayer

3. Agenda: Say, “You have the agenda before you. Does anyone have any new business to add which is not covered on the agenda?” If someone does, say, “Please put this item down as number _____.” When the men have finished making additions, say, “All in favor of adopting this agenda as a guide but not as a rule say ‘aye’. Opposed by the same sign.”

· Establishing an agenda at the beginning tells how many items there are and what is on members’ minds. It discourages someone from bringing up a “hot” item right at the last. It also mentally prepares the board for what they will be dealing with during the meeting.

4. Minutes: “I will now ask the secretary to read the minutes of our last meeting. Are there any corrections or additions to the reading of the min​utes? All in favor of receiving the minutes as read and corrected (if there were corrections), as Official Record Copy say ‘aye’. Opposed ‘nay.’ So ordered.”

5. Financial Report

6. Pastor’s Report: List here items about the general health of the church, matters of membership, reports about departments in the church, per​sonal plans, and needs perceived.

· Agenda items under the Pastor’s Report might include:

1. Numerical and Spiritual Growth

2. Proposed Men’s Ministries Program

3. Report from the District Conference

4. Proposed Special Activities

7. Financial Matters: This is self-explanatory, but make sure you have done your homework when you propose purchases or when reporting on costs of programs. Give a detailed breakdown (how the money will be raised or how it affects the general fund).

· Most pastors who have problems with boards do so because they are not always up front or specific about money matters. Many pastors have a ten​dency to be “wishful thinkers” about money. The Bible says we are to be sharp in business—not slothful. We are to “count the cost.”

· Many boards have turned excessively conservative because they have been asked to make decisions in the past that are based on either wrong or no in​formation. Don’t guess what things are going to cost. Find out before the meeting.

· Don’t say, “A good used van shouldn’t cost us over $2,000.” Instead, say, “I have prepared some figures for you on the cost of a used van. Cour​tesy Chevrolet has two. They are 3 years old, have 40,000 miles, and are in good condition. We can purchase either one for $2,395.”

· Always give the board realistic, provable, and complete financial data for their decision making. This builds their trust in what you say. Many preachers are not viewed as good businessmen because they have not disciplined them​selves to tend to the business side of the church

8. Referrals from Past Meetings

9. New Business

10. Adjournment

C. Recording the Meeting

The secretary is legally responsible for keeping minutes. Often the secre​tary of a board is not skilled in these areas. As the chairman, make sure that good, detailed minutes are kept and recorded.

Work closely with the secretary and ask that a copy of the minutes be submitted to the pastor as soon as possible. Every official action should be shown as motioned, seconded, and passed (or defeated). Diplomatically work out a way to review the minutes and make corrections and additions with the secretary before the minutes are typed and sent to the board members.

Make certain the secretary keeps an official book of minutes. A copy of all minutes should be kept at the church for instant referral.

D. Conducting the Meeting

You are among friends, but you are conducting business. Never forget that. Your attitude will determine the spirit of most meetings. You should chair a meeting with the attitude that every member has a right to his/her opinion.

Be fair and evenhanded. Give opportunity for discussion. Be sensitive to when the discussion is becoming redundant. Deliberately move the meeting along, but do not force the meeting along. Be objective.

Do not take criticism about the church or departments as personal attacks. Take criticisms as observations made by duly selected representatives of the church. Realize that these criticisms could lead to improvements in the church.

Determine before any meeting not to allow anyone or anything make you lose your temper. You will sometimes need to be firm, but refuse to allow yourself to lose control.

In small groups it is not necessary to be formal about parliamentary pro​cedure. However, you should follow it, so study and adhere to the basic rules. Main motions and amendments should be understood. Motions should be stated, voted upon, and then recorded in proper order. As you are going to be chairing many meetings, it is necessary at the very beginning to learn and practice some of the basic rules until they become second nature.

In official board meetings, follow the agenda. Assist in forming motions and receiving amendments. Then allow for discussion and debate. After dis​cussion take care of the amendments in order, then state the main motion as amended. Be very flexible about parliamentary procedure in board meetings, but insist on following the procedures when it is time to make official decisions.

E. Practical Considerations for Chairmen
1. Do:

· Start the meeting on time if there is a quorum. This teaches by example.

· Prepare resolutions you are bringing to the board in advance. This saves time trying to frame a complicated resolution on the spot. Give the board members a typed copy of your proposed resolution and supporting data.

· Rotate your men in opening and closing the meetings in prayer.

· Allow plenty of time for discussion of difficult issues. Draw discus​sions to a close by saying, “I would like to ask each board member to tell us briefly what you thing should be done.” This clarifies their thinking and when you come to the last person, you have given the signal it is time to vote.

· Use secret ballots when personalities are involved or if very sensitive issues are being decided.

· Remind board members often that board meetings are confidential and opinions expressed should not be discussed with anyone, even their wives. They will not feel free to be open and honest if they think what they say will be repeated outside the board meeting.

2. Don’t:

1. Hide anything from your board which will affect the church in any way.

2. Threaten to resign if you don’t have your way. Resignations should come from prayerful direction, not from difficult situations. Before resigning, talk to someone you trust.

3. Show favoritism to one board member above another.

4. Tell close friends what one of your board members said in a board meeting. Practice what you preach. Board meetings are confidential.

3. A church board is a great gift. Lead with spiritual wisdom. Use the board as a means for spiritual growth and harmony. Build a camaraderie and sense of security that allows them to say or discuss anything in Christian love. When a board meeting is over you should all be able to say, “The board decided and we are united.”

4. Adopt the practice before the annual business meeting of talking to the board member(s) who are going to be elected or ratified with the rest of the board present. You might say, “Brother __________, you term of service is finished. No one knows what might happen in the business meeting. I would like to know how you would react if the people decided not to consider you again to your office?” This, of course, will give you and the board some as​surance of how the board member feels. I also helps him to act maturely if he is not returned to his position.

IV. THE ANNUAL BUSINESS MEETING

Your goals for the Annual Business Meeting are three fold:

1. To give a full report of all relevant activities and data covering the past year,

2. To conduct elections and business competently, and in a spirit of unity; and

3. To build faith in your people as you work together to meet chal​lenges of the coming year.

Pastors often fear this particular meeting because it is the only time the congregation sees the pastor in the role of chairman of the board.


The secret to having a productive business meeting is to be well prepared. 

A. The Annual Report
The annual report should cover every major area of the church. It should have a heavy emphasis on financial detail, and should be neatly typed and at​tractive in appearance.

The annual report says a great deal more than the information presented. It tells the people how seriously you take your responsibility. It also tells them whether you are careless or careful about business. But perhaps the most im​portant thing it tells them is how open and honest you are about financial matters.

The annual report is a reflection of your integrity as a minister.

The cover can be a good quality, colored paper. Neat lettering, stating the name and address of the church, the title “Annual Business Report,” and the year the report covers should be placed in an attractive design across the front.

The first page of the report could be titled, “The Year in Review.” In this section of the report list every unusual and interesting event that has occurred that year. Include the dates on which these events occurred. This information includes all special guests (both pulpit and music), church anniversaries, spe​cial productions, and new programs that have been instituted. It is always amazing how much activity that has taken place during the year has been for​gotten by annual report time. 

The next page should be “The Pastor’s Report.” Write a miniature “state of the church” report. Let the congregation know where you feel the church is spiritually, financially, and numerically.

Next, thank a number of people who were obviously significant in your life—your family, wife, the boards and committees worked with on a regular basis, and other individuals worthy of recognition. Be careful to thank only those people who made obviously unique contributions (other than financial) to the church throughout the year.

Report next on members who died, and finally, give a personal report on your ministry—the number of times you preached, the weddings you per​formed, the committees you have served on, etc. Your people need to know the scope of your ministry within the last year.

The next few pages will contain the financial reports. Begin the annual re​port with the STATEMENT OF CONDITION. It should look something like the following:
STATEMENT OF CONDITION

AS OF DECEMBER 31

ASSETS




Cash Balance






Cash in Checking Account






Cash in Savings Account






Cash in Building Fund








Total Cash:




Property






Church Land






Church Buildings






Church Furnishings






Any Other Real Properties






Vehicles








Total Property:








Total Assets:

The assets on real property should be the actual amounts paid, not the fair market value or new appraisals.

LIABILITIES




Mortgages Payable






Loan on Church






Bonds, if any






Loans on Other Properties






Loans from Individuals








Total Liabilities:








Net Worth:

The church needs an accurate statement of condition each year. Not only will the church feel more comfortable when they receive this information, but this will also be helpful should the church need to borrow money from a lending institution in the future.

Go into great detail when giving the financial report. Use the basic format for the suggested monthly financial reports to the official board and simply total annual figures for all the line items under “Income and Disbursements.”  This includes reports on your separate departments as well.

On the next page of the Annual Report, put your proposed church budget for the coming year. The budget should not be too detailed, but it could in​clude the pastor’s salary but I always kept that between the board and the pastor, secretary’s salary (if applicable), and funds to be used for securing evangelists and for presenting special programs. It should also include funds to be spent on advertising, missions, utilities, loan payments, phone costs, of​fice expenses, church operating expenses, music transportation, Christian edu​cation, etc.

The rest of your annual report should be reports about various church departments. It is a good discipline and motivation for department heads when they know they will be asked to give annual reports about their areas. These reports also teach your congregation that you are effectively using people in places of leadership.

B. Preparing the Annual Report

Annual reports not need be dull, dry documents. They are neatly typed and contain the nec​essary facts and figures, but they also include a message from the pastor, reflecting on the year just passed and expressing hope and expectations for the year ahead. Some reports have elaborate covers, and pic​tures and poems throughout. Some are thick and some are only a few pages long.

Whatever your philosophy about the annual report, it takes organization on your part and cooperation on the part of the congregation to produce it.

The best thing to do is to decide what you want included in your annual report. If you have copies of the church’s previous annual reports, use them as a guide. List the names of all organi​zations and committees whose reports are to be included in the annual report and the names of the individuals re​sponsible for reporting. Contact these people (a volunteer can do this for you) and give them a deadline for their reports. As the reports come in, check them off the list and eventually, as sure as day follows night, you will find that a number of people have to be re​minded again that their reports are due. You can finally go to the homes of the persons who do not turn their reports in on time and beg them for their reports; you might even have them dictate them to you; or you can get tough and, in the annual report, print: “Evangelism Committee: Chairperson, Mrs. Jane Jones. No report submitted.”

Once you have received all the reports, what you will actually have is a pile of papers, some handwritten, some typed, some vague—along with a cou​ple of good reports, typed and complete. You will have to act as editor now and rewrite, cut words, and make them acceptable for the total report.

The Annual Report-Projection of Goals: The annual report is a report not only of what was accomplished during the year past, but also a projection of the goals for the coming year. If a business or an organization or a congre​ga​tion stands still, does not progress, it falls behind.

A comparison chart is a good thing to include in your annual report so that you and your congregation can look at the progress you are making, or not making, and plan accordingly.

Go through at least five previous annual reports in making your compari​son chart. Note how many new members were received each year. Compare. If one year showed a marked up​swing, what was the reason for it? Was there a special membership drive that year? If so, per​haps plans should be made for another. What about giving to others? Has this steadily in​creased along with increased income? If not, why not? And what can be done about it?

Too often an annual report is nothing more than a “Jack Horner” pro​ject: a matter of a few people saying, “What a good boy am I!” Actually, an​nual report time should be a time of seri​ous reflection on what kinds of stew​ards the people have been. They should look at their suc​cesses and say, “That’s great! How can we do better?” And they should look at their failures and say, “What went wrong? Why? How can we improve?” A comparison chart will bring the truth to light and should challenge everyone to bigger and better things for the coming year.

In other words, the annual report is least of all a look back, but rather a brief look back and a long, hard look ahead.

As a pastor, you must challenge your people. This challenge is based on stewardship. Certainly, some people deserve a pat on the back for a job well done, but everyone needs to be challenged to think about his or her steward​ship of time, talent, and money. Every single per​son of the congregation has a measure of all three of these, abundant in different areas, and all need to look at the record and ask themselves, “How have we used what God has given us? Have we used what God has given us to God’s glory? Where and in what ways can we do better?”

The pats on the back and the thank-yous should take a few minutes and then the people should buckle down to the serious business of the annual re​port: Have we been good stewards?

Getting People Involved in Preparing the Annual Report: Since the an​nual re​port is a congregational document, it’s a good idea to include as much congregational activity as possible. Get people involved in it months in ad​vance. Too often the annual report is written by only a few people and printed in the church office; then all the peo​ple are expected to receive it with wel​come, eager anticipation. The fact is, they don’t. One way to get persons more inter​ested in their annual report is by involvement. Here are a few suggestions:

Appoint (or ask for volunteers) a committee to take over the production of the annual re​port. This committee will gather the information, design the cover, type and reproduce the re​port. The committee will also be responsible for submitting to you for final approval a dummy copy. After you have made changes and additions if necessary, it is ready for final typing and repro​duc​tion. The names of the committee should appear in a prominent place in the report.

Have a contest months in advance. Perhaps the church school classes or individuals could submit suggested covers for the annual report. A committee judges the covers and the winner is the one that best depicts what the annual report really means, or depicts what the congregation stands for.

Let individuals or groups sponsor the annual report each year. Sponsor​ship could include paying all the costs involved in producing the re​port; choosing the theme of the report (Reflections, A Forward Look, etc.); taking over the production of the report.

Involve the young people of the congregation. Let them have a special page or section and encourage them to include, in addition to their report of stewardship to the congregation, a state​ment about what they hope to ac​com​plish during the coming year.

The Annual Meeting: The annual report is usually distributed at the an​nual meeting. While copies are also avail​able for those who are unable to at​tend, it is a good idea not to dis​tribute the report ahead of time. This may motivate persons to come to the meeting. Some may attend just to see what is in the annual report. At some annual meetings, the chairpersons are called upon one by one and they read their reports, which have already been printed in the an​nual report. This can be very boring. In advance, ask each chairper​son to summarize his or her report in three sen​tences or less.

Another way to stimulate attendance at the annual meeting is to make it a special occasion with an ethnic potluck supper preceding it or a catered din​ner or barbecue.

In the bulletins and newsletters during the weeks leading up to the annual meeting, create an aura of excitement and expectancy. Let the people know that in this congregation attending the annual meeting is not something that must be done once a year, but a very special event in which everyone will ex​amine what has been done and how improvements can be made. In some cases, carrying out this philosophy could mean much advance work. For ex​ample, as you look over the church records, you may realize that the men’s prayer group has steadily declined in mem​bership and enthusiasm. Instead of sadly shaking your head and simply in​clud​ing their embar​rassing report, get together with some of the men and brainstorm. Try to come up with an idea for putting some life into the organization. For example, maybe you will de​cide to try a weekly prayer breakfast group or a dinner meeting once a month with the men acting as chefs. Figure out how your plan can be accomplished and then, at the annual meeting, after the sad report of the men’s prayer group for the year has been presented, give the exciting renewal plans for the coming year.

C. The Annual Business Meeting

Read your Constitution and By-Laws to determine how business meetings are to be called. In most churches it is to be announced a minimum of two Sundays before the meeting. Other By-Laws call for written notices.

Also, determine if there are any restrictions about changing the church’s Constitution and By-Laws. In most churches, members cannot change the By-Laws unless certain criteria is met.

Announce any deadline members have to meet if they wish to submit resolutions affecting the Constitution and/or By-Laws well in advance. The proposed resolutions should be in the hands of the secretary by the stated deadline.

You should also post a list of all eligible voting members in the church lobby. This should be done two or three Sundays before the Annual Business Meeting. This gives time to make any corrections to the list well in advance.

On the night of the business meeting, have one or two people check the membership roster as each member comes in. You might give a copy of the annual Report to the member as he/she arrives, I read it to them and then in​vited questions. Using this method will help the chairman of your tabulating committee quickly tally the number of legal voting members present at the meeting.

Appoint a tabulating committee. These people should not be deacons who will be voted upon, but they must be respected and trusted people in the membership. Appoint a chairman, making certain he prepares enough ballots for the meeting.

Carefully read the main points of parliamentary procedure from the your Rules of Order.  Be certain about basic rules, such as amendments, point of order, etc. It would be good to take a copy of “Robert’s Rules of Order” (or whatever rules you choose to use) with you to every meeting.
You will need the following materials in hand when you call the meeting to order:

· A copy of the minutes of your last Annual Business Meeting;

· A copy of the church’s Constitution and By-Laws;

· Your parliamentary guide;

· An agenda; and

· Resolutions from the official board (if any).

You begin the meeting by stating that you are calling the meeting to or​der. Then you can say, “Our first order of business is the reading of the Scripture verses and prayer for God’s special blessing and guidance upon all our proceedings.” You should plan to pray yourself, or ask a venerated elder who is not involved in the election process to do so.

After prayer, announce the informal guidelines you will follow during the meeting. You can say something like:

“Now friends, I want to state a few guidelines we should follow if we are going to have a good business meeting. To me, our attitude during this meet​ing is more important than the business we discuss. I want you to feel free to discuss any subject or ask any question. I want you to voice your opinion, but as Spirit-filled believers, it is incumbent upon us to maintain a spirit of love and cooperation. None of us should feel superior to anyone else.

“I will respect your opinion. It is no better or no worse than someone else’s. We may not be sure your opinion is right, but we can certainly be sure when your attitude is not right. I can disagree with you, but, as a Christian, I cannot be disagreeable or rude.

“I am also asking that each member be recognized by the chair before speaking. I will be following parliamentary procedure informally. Thus we can be assured everything will be done decently and in order. If we follow these guidelines, I am sure the Lord’s blessing will be upon us.

“I am appointing the following people to serve as our tabulating commit​tee for this meeting. [Read the names]. I would entertain a motion to ratify the appointment of these individuals to serve. Is there a second? Any questions? All in favor say ‘aye, all opposed by the same sign.

“We will now have the reading of the minutes of our last year’s Annual Business Meeting.”

The secretary of the church should begin by reading the minutes. After the secretary is finished, ask for any additions or corrections to the reading of the minutes, making note of these. Then entertain a motion to receive the minutes of the last meeting as read (or as corrected).

If you are going to have elections, it is wise to move directly to elections and intersperse your reports while the tabulating committee counts the ballots. You could let your people know that this is the way you, as chairman, wish to handle this. As this is in opposition to some rules, you would need to have a motion made and seconded to suspend the rules and call for elections to be interspersed with reports. When made, the motion should be voted on.

Before the election of pastor or deacon, you will need to do several things. First, ask for a report from the chairman of the tabulating committee as to how many voting members are in attendance. As there are a few church By-Laws that call for a quorum, knowing the quorum has been met is of utmost importance.

Before each office is voted on, have the secretary of the church read the qualifications for that office. Tell the people that you will declare any person elected on the nominating ballot if they receive enough votes to be elected. Then have the ushers distribute the ballots. Instruct the people to vote, then collect the ballots.

While the committee tabulates the votes, continue with the meet​ing—reading reports and resolutions.

Ask the chairman of the tabulating committee to bring the tabulation of each ballot to the secretary for reporting. Ask the secretary to hand you the results of each ballot as they come in. Interrupt the reading of reports each time to give a report on the ballots cast. Do not list the number of votes cast for each person on the first (nominating) ballot. If the person nominated re​ceives enough to be elected, declare that person elected.

Some church’s Constitution and By-Laws call for an annual pastoral vote of confidence. If the office of pastor is to be voted on, turn the chair to the vice-chairman or an officer who has been designated by the church board be​fore the meeting. Leave the meeting and go your office while this election is taking place.

Ask to be summoned as soon as the election for pastor is completed.

If you are returned to office, thank the people graciously. If you are not reelected, accept this vote with grace and assure the people you will be pray​ing God will lead them.

It is wisdom to have the election of pastor at the end of the meeting. If you are re-elected to office, the meeting ends on a high not. If you are not, there is not much point in trying to conduct business.

If the office of pastor is vacant, I recommend that a separate business meeting be held for the sole purpose of voting on the office of pastor.

After all elections are completed, you are ready for resolutions. When the church board has resolutions that the members have recommended, have the secretary of the board read the recommendation and move its adoption and ask for a second.

After receiving a second, then ask for discussion. If the discussion is vig​orous, the chair should keep a balance of pro and con. If someone has just spoken for the motion, you should ask the next person who is recognized if he is going to speak against the motion. If the person is also for the motion, ask if there is someone who wishes to speak against the motion. If no one wishes to speak in the negative, allow the next member to speak in favor.

It is your job to keep people on the subject. If someone offers an amendment to the motion, then keep the debate on the amendment. If there is an amendment to the amendment (there can be no more than two amend​ments on the floor at any given time), ask for debate on the amendment to the amendment. After the amendments have been voted on, present the main mo​tion as amended for a final vote.

Debate should end when it is apparent people are saying the same thing over and over. Be very patient in allowing debate. However, when you think it is obviously time to vote, tell the members you would entertain a motion for calling for the question. If there is such a motion and it is passed, move im​mediately to vote on the motion.

When resolutions and/or any pending business from other meetings have been dealt with, ask if there is any new business. Usually new business takes one of two forms. New business to some people means an opportunity to ask questions or state opinions. Answer questions and receive opinions the best you can. The other way new business comes to the floor is when someone says, “I would like to make a motion.” You would say, “Please state your motion.”

If the motion is to change the Constitution and By-Laws, you would have to declare the motion out of order if the Constitution and By-Laws contain a procedure that makes it impossible to change it without previous notice. You would then remind the members that opportunity had been given and an​nouncements made concerning when resolutions affecting the Constitution and By-Laws could be received. Encourage them to remember this procedure laid down by their own rules and regulation.

If the resolution is in order, ask for a second. If there is no second to the motion after a significant time (15 to 20 seconds), you would then say, “The motion is lost for the want of a second.” If there is a second to the motion, say, “Would the brother or sister who presented this motion like to be the first to speak in favor of the motion?”

Go through the debate. When everyone is finished speaking and they are ready to vote, explain what the motion concerns. If it is a technical motion, ask the person making the motion to jot it down and give it to the secretary so you will get it right.

Just before adjournment, after all the elections, reports, and new business, I say, “I would like to acknowledge those who have previously served our church.” Call the names of deacons and officers not returned to office for any reason. Make some positive and sincere remarks about each one.

When these recognitions are complete, then ask the newly elected deacons and officers to join you at the front. Assure the people of your willingness to work with these new officers, then have each of those elected say a brief word in response. It is also good, if the meeting does not run too late, to introduce the rest of the board by having them join you at the front as well.

When all of this has been completed, ask for motion and a second to ad​journ the meeting. You can have those in favor of adjournment to rise.

Make a few brief comments on the good meeting. Then ask everyone to pray with you for the newly elected board members, the other actions taken that will have significant effect on the congregation, and the continued bless​ing of God on the church.

Here are nine simple steps to a better business meeting:

1. Publish the meeting agenda of ahead of time. Make a printed agenda available on the Sunday before a Wednesday business meeting, in​clude it in the church's e-mail newsletter, and post it on the church website. If the church family knows what will be discussed at the meeting, they will be better prepared, and more encouraged to participate. It will also demonstrate that church leaders are planning and there is nothing secretive about the meeting. Consider including in your policy manual limitations on items that can be brought to the floor that are not on the published agenda. This will prevent major surprise votes at the meeting.

2. Know the agenda well. Do not assume any motion will pass with​out discussion. Talk with the committee chairpersons who will be presenting motions. Be sure you know the “ins” and “outs” of each motion.

3. Know where your people are and what the underlying agenda items are in your church. Who are the primary stake-holders and leaders in your church? Who are the opinion makers in the church?

4. Set a positive tone. You need to be comfortable in front of the church body and radiate a sense of positive self-confidence.

5. Get outside help with controversial issues. If you are working with a controversial subject (one that might cause a split in the life of the church) consider inviting an objective, outside person who has good up-front presence and is versed in Robert’s Rules of Order, to chair the meeting.

6. Be familiar with Robert’s Rules of Order. Take a copy with you into the meeting or have someone you can trust who might function as a par​liamentarian. When used properly, Robert’s rules can be very helpful in or​ganizing the discussion.

7. Present motions clearly and professionally. This is almost as im​portant as the content of the motion in terms of its acceptance. Use a variety of presentation methods such as handouts and PowerPoint. Anticipate ques​tions that might be asked in the presentation of the motion. Sloppy presenta​tions invite sloppy discussions of the motion.

8. Preface the meeting with prayer and Scripture. Move the meeting toward the direction of the church as an organism, rather than the church as an institution. Set the tone for the meeting so that this is not just a business meeting like those of other organizations. Emphasize that this is a business meeting where God and God’s people are present.  If at any time in the discussion you have the sense that feelings are getting out of control, take a break in the discussion, and then pray again.

9. Have as few business meetings as possible. Many church business meetings are a waste of time. Meeting once a quarter would be sufficient in almost any church. As your church family embodies trust within itself, most business of your church can be delegated to other small work groups. These groups should operate within the bounds of the policies of the church and the annual church budget.

Give them freedom to do their work without having to get approval from the church for every jot and tittle. In between business meetings, make avail​able on Sundays or in mail outs, information about the work of the church. Consider occasional “information meetings” (no motions, no voting) to keep the church family informed of all the wonderful actions taking place in the life of the church.
D. Discipline (1 Thessalonians 5:14; 2 Timothy 4:1-2)

1. Private. Matthew 18:15-20 This provides for individual members to handle their own differences without pastoral interference.

Pastors can also handle most problems without blowing a trumpet before him. But guard against an appearance of a cover-up.

If someone comes to you with a complaint, write it down and have him or her sign it. If they won’t sign it, do not act on it.

2. Public. Elders: Those who sin rebuke before all that others may fear. That is for something that would affect the whole congregation, not a personal failure.

Ananias and Sapphira: Sometimes members have to be dealt with openly. 1 Corinthians 5




Church Discipline according to the UPC manual:

· Any member failing or refusing after the first and second ad​mo​ni​tions to keep the obligations and abide by the rules of the assembly may be auto​matically suspended (2 Thessalonians 3:6), or dealt with according to the following methods:

· If any member of this church be overtaken in a fault, he or she shall be dealt with according to Galatians 6:1; 1 John 5:16, 17 and James 5:19-20.

· Any grievance arising between individual members of this assem​bly shall be dealt with according to Matthew 18:15-18. Should the church find the accused guilty, he or she may be disfellowshipped from the member​ship roll unless he or she truly repents and makes public confession.

Appendix A

CONSTITUTION OF THE

UNITED PENTECOSTAL CHURCH

BURKESVILLE, KENTUCKY


Introduction

There is a uniqueness to the ministry of the United Pentecostal Church of Burkesville, Ken​tucky. With deep desire and by design we aim at a fellowship that is theo​logically sound and psy​chologically wholesome. To accommodate these aims we have four emphases.


First, we take the Bible seriously. The authority, integrity and inerrancy of the Bible are af​firmed. We teach it with diligence and honesty. We are concerned not only with propositional teachings of the Scripture, but we also hold that it must work effec​tually and practically in the life of each Christian. (I Thessalonians 2:13). Daily life is to be lived un​der the guidance of the scriptures and by the power of the Holy Spirit.


The second emphasis is related to mental health. We want a fellowship that en​cour​ages emo​tional honesty and openness. People can be “real.” Emotions are not re​pressed but handled as the Holy Spirit gives insight.


The third emphasis deals with motivation. Christians are not manipulated into a Christian way of life. The believer is encouraged to respond to God because he loves Him, not because he feels guilty or is afraid of Him.


The fourth emphasis is that of Christianity liberty. The living Christ indwells the genuine Christian and he lives his life in obedience to the indwelling Spirit. He is not bound by rules, un​der law. He does not live his life according to formulas. Christian free​dom is ex​pressed by re​sponsible, evaluating decision-making in matters of conscience.


This is our uniqueness. We believe this atmosphere encourages growth. (Hebrews 5:13-14).


Preamble

In order to establish our work on a more efficient and solid foundation, we; the mem​bers of the United Pentecostal Church of Burkesville, Kentucky; affirm our belief that God’s people should be conscientiously set in order, and that it is needful for them to be efficiently organized to successfully carry on the gospel work and properly handle their business affairs.


Purpose

The main purpose of this constitution is to provide rules to govern the church, ac​cording to the Word of God, that we may advance in the knowledge and will of God. (Titus 1:5; I Corinthians 12:28; Ephesians 4:11, 12).


Article I — The Assembly




Section 1.
The Name


The name of this assembly shall be known as the United Pentecostal Church. The church is now located at 9832 Smith Grove Road on Highway 1880 in Cumberland County, Kentucky.





Section 2.
The Purpose



1.
To establish and maintain a place of worship.



2.
To unite a people of like faith in the bonds of brotherly love and fellow​ship. (Hebrews 13:1).



3.
To meet together to truly worship God in spirit and in truth, and to receive spiritual teaching. (John 4:24; Ephesians 4:11-15).



4.
To point the lost to the way of life by publishing at home and abroad the true plan of salvation, exhorting believers to be baptized in the name of the Lord Jesus Christ and to be filled with the Holy Spirit. (John 1:29; Luke 11:13; Acts 1:8 and 2:38).



5.
To provide standards of Christian conduct based upon the Word of God. (Titus 2).

Article II — Statement of Belief


1.
We believe in the Scriptures of the Old and New Testaments as verbally in​spired by God and inerrant in the original writings, the complete revelation of His will for the salvation of men, and the divine and final authority for all Christian faith and life. (John 10:35; Matthew 5:18; II Timothy 3:16; II Peter 1:21; I Timothy 5:18; I Corinthians 2:13-16; John 16:12-15).



2.
We believe in one God eternal, omnipotent, omniscient and omnipresent who has manifested Himself in the old Testament in divers, in the Son while He walked among men and as the Holy Spirit today present in the believer. (Deuteronomy 6:4; I Corinthians 8:6; Ephesians 4:6; II Corinthians 5:19 Joel 2:28.)



3.
We believe that the Lord Jesus Christ was born of the virgin Mary, that He is true God and true man and in Him dwells the fullness of the Godhead bodily. (John 1:14; Matthew 1:18-25, 27:54; John 11:33, 8:4; Hebrews 1:8, 2:14.)



4.
We believe in the literal account of creation and that the Scriptures teach that the creation of man lies in the special, immediate and formative acts of God; that he sinned and thereby incurred death, and that all human beings are born with a sinful nature and in the case of those who reach moral responsibility they become sinners. (Genesis 1:26-27, 2:17, 3:6; Romans 5:12-19; Ephesians 2:1-3, 4:18; Mark 7:20-23; John 2:24-25).



5.
We believe that of all God’s handiwork, none was permitted to bear His image except mankind. Because of that, we view life as a sacred gift from God and to be protected. Every facet of human life — from conception to death — is to be valued. That value is expressed in every stage of life and death (Psalm 116:15).



6.
We believe that the Lord Jesus Christ died for our sins according to the Scriptures as a representative and substitutionary sacrifice (II Corinthians 5:14; Mark 10:45; Romans 3:24-26, 5:8-9; I Peter 3:18), and rose again for our justification; salvation consists of the de​liverance from all sin and unrighteousness through the blood of Christ; by repentance of sin (Luke 13:13, 24:47; Acts 2:38, 11:18, 17:30), water baptism in the name of Jesus Christ for the remission of sin (Acts 2:38, 8:16, 10:48, 19:15; Matthew 28:19) and re​ceiving the baptism of the Holy Spirit with the evidence of speaking in tongues as the Spirit gives the utterance (Acts 2:4, 36-41, 10:46, 19:6).



7.
We believe the local church is a body of believers associated by covenant, observ​ing the ordinances of Christ (Luke 22:19-20; I Corinthians 11:23-34; John 13:14,15), exercis​ing the gifts, privileges and responsibilities given in the New Testament who are joined to​gether for the worship of God, for edification through the Word of God, for prayer, fellowship and the procla​mation of the gospel.



8.
We believe that the Scriptures define principles which govern Christian con​duct and attitude, understanding that once we are saved from sin we are commanded to go and sin no more (John 8:11); we are instructed to live soberly, righteously and godly in this present world (Titus 2:12); and warned that without holiness no man shall see the Lord (Hebrews 12:14).



9.
We believe as servants of God we have a responsibility to live and act in ac​cor​dance with Scriptural principles, as people helpers we sincerely seek the best for oth​ers welfare without attempting to manipulate or meddle, as employees we at​tempt to fulfill responsibilities and per​form our duties faithfully and competently, and as citizens and members of society we seek to obey governmental authority and con​tribute to the good of the culture.



10.
We believe in the separation of church and state, but not God and government.



11.
We believe that there is no sickness or disease too hard for God, divine heal​ing and miracles still abound. (Isaiah 53:5; Matthew 8:17; I Peter 2:24).



12.
We believe that at any moment the visible rapture of the saved may occur, when “the Lord shall descend from heaven” (I Thessalonians 4:16) to catch up His peo​ple to meet Him in the air, and “so shall we ever be with the Lord” (I Thessalonians 4:17); this is the be​liever’s blessed hope and is a vital truth which is an incentive to holy living and faithful service.



13.
We believe in the bodily resurrection of all the dead, the saved to a life of eternal glory in heaven with God; and the unsaved to eternal judgment of conscience suf​fering and woe in the lake of fire. (I Corinthians 15:52; I Thessalonians 4:6; Revelation 20:46, 12-15, 21:1-8; John 5:28,29; Daniel 12;2).


Ours is a conservative, evangelistic, Bible teaching, missionary-minded ministry.


Article III - Membership 


Church membership does not qualify or dismiss people for entrance into heaven. We are set​ting forth here by what standards we will measure one another and determine the qualifica​tions for voters in business meetings.





Section 1.
Eligibility.



1.
Anyone believing in and accepting our statement of belief and by faith obey​ing the Word of God; having repented of their sins, been baptized in the name of the Lord Jesus Christ for the remission of sins and have received the gift of the Holy Spirit with the evidence of speak​ing in other tongues (John 3:5; Acts 2:38, 10:48); is el​igible and accepts to become a member.





Section 2.
Obligations.


As members of the assembly, each one must accept the following obligations:



1.
To cleanse one’s self from all filthiness of the flesh and spirit, perfecting ho​liness in the fear of God. (II Corinthians 7:1).



2.
To conduct one’s self everywhere as becomes a Christian.



3.
To endeavor to manifest a spirit of brotherly love to all people with fel​lowship to​ward all of God’s people.



4.
Not forsaking the attendance of church services, as the manner of some is, but to be faithful to all the regular or special called services of the assembly (Hebrews 10:25).



5.
To serve, or be preparing to serve, in some area of church ministry.



6.
To support the work of the assembly with one’s prayers and financial aid, as God prospers. Financial aid is tithes of personal income (10% of the individual’s in​crease as recorded in the Bible) and offerings by each member of the church or anyone making this church their place of worship for a period of time. (Malachi 3:10; I Corinthians 16:2).



7.
To maintain family and personal devotions so as to strengthen the family and pro​mote commitment toward God.



8.
To avoid ungodly and sinful places that one may be blameless and harmless amidst evil generations and thus bring no reproach upon the name of Christ or the Church.



9.
To abide by the rules of the assembly as prescribed herein for church gov​ern​ment. (Titus 2:1-8; Hebrews 13:17).



10.
To secure, in case of moving, a letter of recommendation from the pastor and unite with another church of the same faith as soon as possible.





Section 3.
Admission



1.
Anyone who meets the qualifications of membership and abides by the forego​ing obligations is eligible to become a member of the assembly by registering his/her name and ad​dress with the pastor and secretary, with this being acknowledged publicly before the assembly after approval by the Pastor.



2.
No person being a member of another church in our organization shall be re​ceived as a member into this assembly without a letter of recommendation, unless the Pastor deems it ap​propriate because of circumstances involved.





Section 4.
Annual Membership Renewal.


Church membership should be active — a specific response to God’s grace, ex​pressed within the context of the local church. The annual membership renewal is to keep that commit​ment fresh.



1.
Membership is for a calendar year, each year we commit ourselves again to God, to the church leadership, the member ship obligations and to one another.



2.
The second or third Sunday of January each year will have a time set aside dur​ing the morning service to renew church membership.



3.
Copies of membership obligations, with a place to be dated and signed, will be dis​tributed in advance for personal prayer and review. Additional copies will be avail​able at the church during this period.



4.
For those who choose not to renew a three-month grace period (to April 1) will be given while their member ship remains in force. During this time the pastor will con​tact those who have not renewed to discuss why. The purpose of these visits is not to arm-twist but rather to give an opportunity for concerns to be shared.





Section 5.
Membership Participation



1.
All members fulfilling the obligations as set forth, shall be able to partici​pate in of​fices and position of the church and have the right to inspect and view all church fi​nancial re​cords (with the exception of individual membership contributions), and be qual​ified to vote at business meetings, and shall have a voice in church busi​ness matters. Members meeting these re​quirements will be known as qualified members.



2.

Anyone not following the obligations of membership (with the excep​tion of moral conduct or rebellious acts) shall remain a member, however they will not be able to hold any of​fice or position, have church financial books available to them, nor have any voice or vote in church business matters, until restitution has been made. Members not meeting all the obliga​tions of membership as noted (with the exception of moral conduct or rebellious acts) shall be known as non-qualified members.



3.
in the event of moral conduct or rebellious acts, this shall be dealt with ac​cording to the scriptures and according to the church discipline as noted in section 7 below.



4.
The minimum age for voting in a business meeting shall be 16 years of age.





Section 6.
Withdrawal of Membership



1.
No person desiring to withdraw their membership shall be refused a letter of mem​ber​ship unless proven guilty of misconduct by confession or conviction, or failure to adhere to the obligations of the membership as previously set forth. When said person has made satisfac​tory restitution to the church a letter shall be sent to their new pastor and church.



2.
Any member withdrawing their membership from the church thereby forfeit all rights and claims upon the church to any money or property they may have given to the church. (Numbers 16:38).





Section 7.
Church Discipline.


Any member failing or refusing after the first and second instruction to keep the obliga​tions and abide by the rules of the assembly my be automatically suspended (II Thessalonians 3:16), or dealt with according to the following methods:



1.
If any member of this church be overtaken in a fault, he or she shall be dealt with ac​cording to Galatians 6:1; I John 5:16,17; and James 5:19,20.



2.
Any grievance arising between individual members of this assembly shall be dealt with according to Matthew 18:15-18, Should the accused be found guilty by the church, he or she may be disfellowshipped from the assembly and his or her name dropped from the mem​ber​ship roll unless he or she truly repents and makes public confession.



3.
In the event that a moral act has been proven against a member, it shall be taken to the church body, and dealt with according to the scriptures. The member shall be given a time to re​pent, at which time their membership shall be suspended. If the member fails to make restitu​tion, or if the acts are such that the church body feels necessary, the member shall be suspended from fellowship.



4.
The Pastor, with assistance of the Advisory Board shall be responsible for han​dling the discipline of any member according to the Church Discipline guidelines.


Article IV - Officers




Section 1.
Names of Officers


The officers of the Church shall be:



1.
Pastor



2.
Associate Pastor (when deemed necessary by the pastor)



3.
Advisory Board (at least one and not more than seven)



4.
Board of Trustees (this board shall consist of three members when property is owned)



5.
Secretary-Treasurer



6.
Auditor



7.
Other positions, as noted in this section, may be used for the benefit of the church work, however these will not be considered as official officers of the church.





Section 2.
Eligibility of Officers



1.
The pastor must have a recommendation from his/her District Superin​tendent of the United Pentecostal Church international. A recommendation should not be withheld from any minister of the United Pentecostal Church if he/she holds a cur​rent fellowship card. However, if there is any question concerning his/her conduct and/or qualification, the District Superintendent or other district official, shall con​tact the church to discuss such matters.



2.
All other officers, except the associate pastor, must be a member of the church in good standing for at least one year.



3.
All officers must posses these six qualities:





(a)
Meet the requirements of a qualified church member.





(b)
Character displayed by loyalty, being responsible, trustworthy, friendly, kind, looking for good in others and of integrity.





(c)

Intelligence to fulfill their responsibility.





(d)
Flexibility to positively look upon changes as a challenge.





(e)
Excited about learning, oriented to personal growth and church growth.





(f)
A team player, not a “yes man” but someone who is available to help oth​ers at their request.





(g)
Comfortable being reviewed; all officers are subject to review, it should be re​ceived willingly and should be profitable to the officer.





Section 3.
The Pastor.



1.
To select a pastor, the advisory board shall make recommendation to the church, of one or more qualified names, with the final decision voted upon by the qual​i​fied members of the church. If there are less than three members on the advisory board the District Superintendent, shall with the advisory board, call for the election of a pastor. A 2/3 vote of the qualified members present is required for selection of a pastor. It shall be the decision of the advisory board after consulting sectional and/or district officials as to the number of pastoral candidates to invite to minister at the church if more than one are desired. At any meeting where a vote of a new pastor is be​ing conducted, there must be a District representative (approved by the District Superinten​dent) present to preside over the meeting.



2.
The support shall be such as the pastor and the advisory board shall agree upon. (Luke 10;7; I Corinthians 9:7-14). There shall be an annual review of the total com​pensation package of the pastor as required by the Internal Revenue Service. Should the advisory board and pastor not be able to agree upon the compensation of the pastor, it shall be taken before a church business meeting to discuss and decide upon the compen​sation. The advisory board shall have the right to pass resolutions and make decisions concerning all financial support of the pastor in ac​cordance with Internal Revenue service regulations so that the pastor can take advantage of all tax laws.



3.
The church shall pay, as far as possible, the pastor’s expenses to the District and Na​tional Conference.



4.
If the pastor desires to leave, a written letter of resignation must be given to the church 30 days in advance. By mutual agreement, the time may be changed as to depar​ture. In any event, it shall be the church’s responsibility to continue the pastor’s income during the time he remains. Furthermore, it is understood that the church is immediately at liberty to search for a new pastor as outlined in Article IV, Section 3.



5.
If the advisory board desires a change in the pastor (by virtue of the fact it be​comes evident that the majority of the church wants this change), the board shall express this desire ac​cording to the following procedure:





(a)
The board shall request in writing to the pastor that an advisory board meet​ing be called for the purpose of discussing the office of the pastor. The reason for the requested meeting must be set forth in the letter, sent by certified mail with re​turn re​ceipt requested to the pastor.





(b)
The pastor shall call an advisory board meeting within 30 days of re​ceipt of the letter to discuss the situation and, if possible, resolve the matter. In the event the pastor re​fuses to meet with the advisory board, the board shall be free to contact the District Superintendent or presbyter to assist them in resolving the matter in question.





(c)
In the event that the meeting between the pastor and advisory board can not re​solve the existing problems or differences given as the cause for desiring the change, then the pastor and/or advisory board shall notify the District Superintendent or local presbyter.





(d)
The District Official shall then arrange a meeting with the pastor and advi​sory board to assist in mediation.





(e)
Should the matter not be resolved in a meeting arranged by the District Offi​cial, the matter shall be brought to the church membership in a duly called meeting, presided over by the District Superintendent or presbyter, in which meeting a vote of con​fi​dence on the pastor may be taken.





(f)
In the event that the pastor does not receive a majority vote of the to​tal quali​fied members present, he is dismissed as pastor immediately, and shall receive pay for 30 days from the date of the vote.





(g)
In the event the pastor receives the majority vote of the people pre​sent and is retained as pastor, the pastor shall have the right to appoint a new advisory board and/or other of​ficers at this time according to the selection procedures of the board ac​cording to these by-laws.



6.
In case of alleged misconduct of the pastor, the same shall be reported in writ​ing, sent by certified mail, return receipt requested, by any member of the advi​sory board to the District superintendent or District Presbyter of the local section, and also to the pastor. The District Su​perintendent and/or District Presbyter of the local section, shall in​vestigate said re​port and take further action by first contacting the pastor and arranging a meeting of the pastor and the advi​sory board for the purpose of discussing the allegation. If the allegation is found to be true, the district official shall handle it according to the judicial procedures and constitution of the United Pentecostal Church, International. If it is found that there is no basis for the al​leged mis​conduct, the district official shall at​tempt to restore the advisory board and the pastor to a work​ing rela​tionship. If this cannot be done, the board shall be required to resign their position and the pastor is to follow the selection of a new board according to these by-laws.



7.
After any pastor is duly notified that the church desires (as noted above) to change pastors, or the pastor notifies the church that he/she desires to change pas​torates, there shall be no changes made in the By-Laws, membership roll, or officers until a new pastor has been selected.





Section 4.
The duties of the pastor shall be:



1.
To preach and teach the Word of God as God gives him the ability.



2.
To visit and pray for the sick.



3.
To encourage the weak.



4.
To reprove and warn the unruly.



5.
To give advice as needed and be ready to help every good work. (I Thessalonians 5:14; II Timothy 4:1-2).



6.
To administer in the fiscal areas of the church as an overseer of the church.





Section 5.
The pastor’s authority shall be as follows:



1.
He shall have the spiritual oversight and superintendence of the interests of the church and of all the departments of its work, both spiritual and temporal, (I Peter 5:2), inas​much as he is responsible for the guardianship and watch-care of all who are commit​ted to his trust.



2.
He should regularly be consulted in regard to all business of any impor​tance per​tain​ing to the spiritual, moral and material and financial affairs of the church.



3.
He shall call for and preside over all business, advisory board, and church meet​ings, and shall, with the approval of the church, appoint committees.



4.
He shall be the chairperson of all boards and business meetings regarding the busi​ness of the church, and shall be a member of the trustee board as required by state laws.



5.
He shall be required (with assistance of the church secretary) to keep a current listing of the membership of the local assembly.



6.
He shall handle disciplinary action of the membership when necessary as pre​vi​ously discussed in the church membership discipline.





Section 6.
Associate Pastor



1.
The associate pastor shall be appointed by the pastor and endorsed by the church ad​visory board.



2.
His duty shall be to assist the pastor in all matters as directed by the pastor.



3.
The decision as to the job description of the associate pastor, and deter​mining his fi​nancial arrangements shall be the decision of the pastor and endorsed by the church advisory board.





Section 7.
Advisory Board.



1.
Members of the advisory board are to be nominated by the pastor and voted upon by the church for alternate terms of up to three years. This selection process will be handled at a called business meeting of qualified members of the church.



2.
They, together with the pastor, shall care for the business affairs of the as​sem​bly as prescribed in these by-laws. This board and the pastor can make decisions as to ma​jor pur​chases or borrowing money in amounts up to $5,000.00. If the amount is to exceed $5,000.00, or if the transaction involves the purchase or sale of church prop​erty, it shall be taken to the church mem​bership in a called business meeting for dis​cussion. A vote shall be taken of each transaction over $5,000.00 or for the sale/purchase or property. To approve the transaction a majority vote is re​quired of the qualified members present.



3.
In case of a resignation or dismissal of the pastor, the advisory board shall im​me​di​ately notify the District Superintendent or presbyter of such vacancy and the selec​tion of a new pastor shall be handled according to Articles IV, Section 3.



4.
The advisory board shall work closely with the pastor to keep current with all gov​ernmental regulations and shall have the authority to adopt resolutions concern​ing such, espe​cially those pertaining to the pastor.



5.
This board shall be responsible for any other duty as noted in these by-laws, and can be called upon by the Pastor for assistance in any areas of church work as needed.





Section 8.
Trustees.



1.
The board of trustees is to be nominated by the pastor and voted upon by the church, and shall serve on alternate yearly terms. The trustee must be an owner of property unless no one is available who owns property.



2.
The size of the trustee committee shall be left to the discretion of the pas​tor to be kept in relation to the size of the church.



3.
The pastor will be a permanent member of the trustee committee serving as chairperson.



4.
A trustee’s duties shall be:





(a)
To hold all property belonging to the assembly in trust for the as​sembly as required by state law.





(b)
To make all legal acquirements and transactions which the as​sembly shall dictate concerning the purchase and/or sale or property and borrowing of money concern​ing the church property.





(c)
To look after and be responsible for making repairs of the physi​cal prop​erty of the church.





Section 9.
Secretary-Treasurer.



1.
The secretary-treasurer may be one or more persons, and shall be nominated by the pastor and ratified by the church for a term of one year.



2.
The duties of the secretary shall be: to take minutes and to preserve records of busi​ness proceedings and all others papers belonging to the assembly.



3.
The duties of the treasurer shall be: to receive and care for all funds of the as​sem​bly and make all disbursements; to keep an accurate record of all such transac​tions; and to hold the books open for inspection by the qualified members of the assembly..



4.
The treasurer shall have the pastor acknowledge all bills before paying them with the exception of such regular payment s as the lights, water, fuel and janitor bills. All bills should be paid by check.



5.
The treasurer shall give quarterly financial reports to the pastor according to the fol​lowing schedule: 1st Quarter.....January 1 - March 31, 2nd Quarter.....April 1 - June 30, 3rd Quarter.....July 1 - September 30, and 4th Quarter.....October 1 - December 31. The advisory board and/or pastor and/or church may call for an au​dit of the books once each year. An annual financial report will be given to the church. The books of this church shall remain open for re​view by any qualified member for 10 days after the annual busi​ness meeting of the church, at which time the books will be closed and maintained ac​cording to government requirements.



6.
The treasurer shall observe the church fiscal year as being January 1 to December 31.





Section 10.
Auditor



1.
The auditor shall be nominated by the pastor and ratified by the church for a term of one year.



2.
The auditor shall serve to audit the church financial records; and, in the case of an emergency or transition as deemed by the Pastor, shall endorse necessary expenditures.





Section 11.
Sunday School Superintendent.



1.
The Sunday School Superintendent shall be nominated by the Pastor and ap​proved by the church for a term of one year.



2.
The Sunday school Superintendent shall make recommendation to the pas​tor for a Sunday school secretary and Sunday School Teachers. The Pastor may appoint these if they meet the obligations of the church membership.



3.
The Sunday school Superintendent is responsible for the organization, and leader​ship of the Sunday School Department, and is to work closely with the Sunday School staff and Pastor to promote church Sunday school growth.





Section 12.
Youth Leader.



1.
The Youth Leader shall be nominated by the pastor and approved by the church for a term of one year.



2.
The Youth Leader may be more than one person if needed and is responsi​ble to lead the youth; promote godly activity; train the youth according to the scrip​tures; and promote Sheaves for Christ each year.





Section 13.
Ladies Auxiliary.



1.
The Ladies Leader and Secretary shall be nominated by the pastor and ap​proved by the church for a term of one year.



2.
The Ladies Auxiliary Leader and secretary shall work together in harmony to pro​mote Mother’s Memorial; to promote district ladies functions; and promote local ladies activities.




Section 14.
Dismissal of Officers.



1.
Any officer or other individual who holds an office in the assembly, mani​fest​ing a lack of interest and failing to attend services a reasonable amount of time and/or failing to meet the obligations of a qualified church member shall be removed from office by the pastor if the said officer continues such conduct after the first ad​monishment. At the time of removal, the pastor shall notify the advisory board of such dismissal and de​termine with the board as to filling of the unexpired term until the next called business meeting.


Article V - Property


1.
If at any time the church decides to purchase or sell property, the pastor and advi​sory board shall look after the business matters and present their views to the assem​bly. Then, when a majority decides upon the purchase or sale of property, the trustees shall be responsible for trans​acting the necessary business as required by the church.



2.
The title of the property shall be in the name of the church, and shall be held in trust by said trustees until their successors are elected.



3.
In the event this assembly ceases to function as a church, the church shall be dis​solved according to the non-profit requirements of the Internal revenue service and all assets shall be as​signed to another religious, non-profit organization. The dis​position of these assets will be re​viewed and approved by the Kentucky District board of the United Pentecostal Church. Any dis​position of assets to another non-profit orga​nization shall be done with the as​sumption of any li​ability by that organization.


Article VI - Business Meetings


1.
The church will be required to have an annual business meeting within 60 days of the church’s year-end to conduct church business.



2.
A business meeting of the church must be announced publicly in at least three ser​v​ices, the first announcement being at least ten days previous to the meeting date, ex​cept in an emergency case as deemed by the pastor and secretary-treasurer.



3.
A majority vote of the qualified members present at any business meeting shall be the deciding factor of any church business discussed with the exception of the selec​tion of the pastor or changes in these by-laws as noted.



4.
All voting shall be by secret ballot.



5.
The minimum age of a voting member shall be 16 years.



6.
Those participating in the church business at any meeting must meet the obli​gations and requirements as previously set forth in these by-laws.


Article VII - Constitutional Changes


1.
This constitution is subject to revision by a majority of the members pre​sent in a business meeting.



2.
Constitutional changes are to be recommended to the assembly by the pas​tor and rat​ified by the church.


Article VIII - Affiliation


1.
Be it hereby noted that the United Pentecostal Church is affiliated with the United Pentecostal Church International headquarters located in Hazelwood, Missouri, but shall be au​tonomous in matters of local church interests and in owner​ship of local prop​erty, buildings and furnishings.



2.
This local assembly, being affiliated with the United Pentecostal Church International, comes under the umbrella of the non-profit exemption of the United Pentecostal Church Interna​tional as stated by the Internal Revenue Service in Code Section 501 (c) 3.


Article IX- Record Of Adoption

The United Pentecostal Church assembly of Burkesville, Kentucky and commu​nity has met this day in a duly called business meeting and caused to be adopted this foregoing form of local church government by the following vote for 

 and 

 votes against.










Pastor










Secretary










Treasurer










Date

Appendix B

ARTICLES OF INCORPORATION

BURKESVILLE UNITED PENTECOSTAL CHURCH, INCORPORATED
The Burkesville United Pentecostal Church, Inc. does hereby adopt the following Articles of In​corporation pursuant to Kentucky Revised Statutes, Section 273.161 to 273.390, for the pur​pose of forming a religious, non-profit corporation.


ARTICLE I. The name of the corporation is Burkesville United Pentecostal Church, Inc., and by such name it shall be known as a body corpo​rate, and its duration shall be perpetual.


ARTICLE II. The purpose of this corporation is to conduct a Local Church organi​za​tion, and under the name of the corporation, it may adopt a seal, buy, sell, convey, lease, pledge, mort​gage, exchange, assign or oth​erwise, acquire, hold, dispose of, handle and oth​erwise deal in and with real and personal property, wherever situated, within the State of Kentucky; to exercise un​limitedly all rights and powers incident to the ac​quisition, holding or disposition of such interest; to borrow money and to secure the lender by encumbrance of cor​porate property; to receive gifts, bequests or devises and to liquidate and dispose of same by gift, deed of sale or in any law​ful manner of benefit to the corporation, and all rights and pow​ers granted to charitable religious and educational corporations by the laws of this state not herein mentioned shall be included in the pow​ers of this corporation, and its powers shall in​clude the doing of any act proper, necessary and convenient to the general purpose of the corporation.


ARTICLE III. Articles I and II hereof shall not hereafter be amended, altered or re​scinded, in whole or in part, without the unanimous vote of all members of the Board of Directors, which vote shall be taken at a meeting duly called for the sole purpose of amending, altering or re​scinding said articles.


ARTICLE IV. The highest amount of indebtedness for which this corporation will be obli​gated at any time is Fifty Thousand Dollars, and the members of this corporation shall not be per​sonally liable for any obligation of the corporation solely by reason of being members.


ARTICLE V. It is the intention of this corporation to operate as a tax-exempt corpo​ration under Internal Revenue Code 501-C3.


ARTICLE VI. The principle office of the corporation is 9832 Smith Grove Road, Burk​esville, Kentucky, 42717, Cumberland County, Kentucky, and the agent for service of pro​cess is H. Michael Anderson, 9832 Smith Grove Road, Burkesville, Kentucky, 42717.


ARTICLE VII. The Board of Directors shall consist of at least three (3) members, and three (3) as shall be established from time to time by the By-Laws. The initial Board of Directors shall consist of three (3), and the members who shall serve until they are replaced at a Church Business Meeting.

CHURCH BOARD


Pastor
Board Member


Name
Name


Address
Address


City, State Zip
City, State Zip


Board Member
Board Member


Name
Name


Address
Address


City, State Zip
City, State Zip


ARTICLE VIII. The corporation shall have no capital stock.


ARTICLE IX. Upon dissolution of the corporation after payment of any li​abilities of the corporation, any remaining assets will be distributed to the United Pentecostal Church Interna​tional, Incorporated organization located at 8855 Dunn Road, Hazelwood, Missouri that is exempt under Section 501 (C) (3) of the Internal Revenue Code, and no profits will be dis​tributed among members of the corporation upon dissolution.


ARTICLE X. The corporation is organized exclusively for the purpose set forth in Section 501 (C) (3) of the Internal Revenue Code, and the corpora​tion will not carry on any ac​tivity not permitted for an exempt organiza​tion under the provisions of 501 (C) (3) of the Internal Revenue Code.


ARTICLE XI. The incorporator is Pastor, Church address.


Witness the signature of the incorporator.








______________________________








Pastor

STATE OF KENTUCKY

COUNTY OF CUMBERLAND


I, _______________________________, Notary Public in and for the State of Kentucky at Large, do certify that on the ______ day of ____________, 20___, personally ap​peared before me H. Michael Anderson, who being by me duly sworn, declared that he is the in​corporator of Burkesville United Pentecostal Church, Inc., that he signed the foregoing doc​ument as incorpora​tor of the corporation, and that the statements contained therein are true and correct.


My Commission Expires ___________.








NOTARY PUBLIC, KY. AT LARGE

APPENDIX C

CHURCH MEETING AGENDA

MONTH 20____

Preparation:
Committee:  














Meeting date:  








   Time:  



People who need to attend meeting:  









Deadline by which to notify them:  








Purpose of meeting:  











Goals for the meeting:  











Meeting Agenda:
Opening Scripture:  











Prayer requests:  












Praises:  















Unfinished business:  












Matters referred from other committees:  








New business:  














Other:  
















Evaluation:
People in attendance:  












Action to take as a result of this meeting:  








Follow-up meeting scheduled for:  









Matters referred to other committees:  









How much of the purpose and goals were accomplished through the meeting?  



Surprises:  















Suggestions for next meeting—ways to improve, agenda items, follow-up on items discussed:  
APPENDIX D

UNITED PENTECOSTAL CHURCH

BURKESVILLE, KENTUCKY 42717

APPLICATION FOR CHARITABLE GIFTS


It is the policy of this Church to help any of our members in time of distress or financial need. The Church will also help non-members in time of need if the funds are available and the need can be verified.


The following information must be supplied by anyone that is applying for financial help. Please allow seven days for approval/disapproval after this request is turned in to the Church of​fice. This request must be reviewed and verified by the special Church Committee before any funds can be released.


Applicant must complete the following:

Full Name  

Social Security #  


Address     





Telephone  

Driver’s License #


Employer  

Occupation  



Date of last income  

Amount of last income


Number of dependents

Names





Are you: 
Married?   

Divorced  

Separated


How much do you need?  



Please state your need in writing on the reverse side of this application. Also, please state how and when you plan to pay back any financial help you might receive from the Church.

PLEASE ALLOW SEVEN DAYS FOR APPROVAL OR DISAPPROVAL.

Signature and Date of Applicant

Signature and Date of Church Official

OFFICIAL CHURCH USE ONLY

Approved         Disapproved

Signature






Date

APPENDIX E

20      CHURCH FINANCIAL RESOLUTIONS

UNITED PENTECOSTAL CHURCH

BURKESVILLE, KENTUCKY


ADMINISTRATIVE SAVINGS ACCOUNT: Be it hereby resolved and designated that the United Pentecostal Church of Burkesville, Kentucky, establish an administrative sav​ings account called the UPC Special Account. It is understood that the church owns it. This account is used to reimburse various ministry and church related expenses as authorized by the church, and to pay the pastor’s compensa​tion. The names of the pastor, treasurer, secre​tary and auditor are to be on this account and are au​thorized to withdraw money.


HOUSING ALLOWANCE: The United Pentecostal Church of Burkesville, Kentucky, hereby establishes a rental value for the church parsonage of $300.00 per month. This monthly amount (plus any utilities, insurance, upkeep and cost of furnishings) is to be included as self-employment income only on the pastor’s tax return and is to be established in accordance with the Internal Revenue Code Section 107. The maximum annual amount for 20___ shall be $10,000.00.


PASTOR’S INCOME STRUCTURE: Be it hereby authorized that for the year 20___, the compensation package of the pastor of the United Pentecostal Church of Burkesville, Kentucky, H. Michael Anderson, include the following items:


A percentage of the tithes that is 100%, and housing allowance as previously stated by resolu​tion, and auto or travel allowance of $8,500.00, and expenses or reimbursement al​lowances of $5,000.00.


We have determined, to the best of our ability and planning, that the amounts mentioned are fair compensation based on the workload, involvement, tenure, etc., of our pastor and are in no way excessive amounts. This resolution is only for the year 20___.

Signature, Treasurer  


Signature, Secretary  
Date

APPENDIX F

UNITED PENTECOSTAL CHURCH

BURKESVILLE, KENTUCKY 42717

PROFESSIONAL REIMBURSEMENTS

MONTH 20____

Automobile Expenses:

Date

Destination

Odometer Start

Odometer End

Total Miles


Total Miles for Reimbursement:







Professional Expenses:
Air fares:


Books and publications:



Car rentals:


Dues & fees:



Entertainment:


Equipment:



Insurance:


Laundry:



Lodging:


Meals:



Meetings:


Parking fees:



Postage:


Supplies:



Repairs:


Taxi fees:



Telephone:


Tips:



Traffic tolls:


Other:




Total professional expenses









Total miles 
 X standard rate of 
 per mile =




Total Ministry Related Expenses for Reimbursement (attach receipts):



Church Administration

Pastoral Theology

Lesson Four
Teacher’s Manual

I. WEDDINGS

A. General Observation

NEVER ASSUME ANYTHING!
One of the most interesting and important parts of pastoral ministry is of​ficiating at weddings. To perform the task with ease and skill takes a great deal of prepara​tion. The limitations of a class like this makes it impossible to anticipate all the variations, personalities and surprises. However, it is my goal to provide ade​quate coaching to cover most contingencies.

The wedding day itself is surrounded by ancient customs, cultural clutter and an iron​clad etiquette. These have been handed down from generation to generation for so long that all involved have at least some idea of what a wed​ding should “look like.” 
1. As Pastor, you should make known your standards regard​ing both the marriage and the ceremony itself.

· When should you perform a church wedding?

· When both parties illustrate the basic principles es​sential to a suc​cessful marriage.

· When both parties see how they could be more ef​fective for the Lord married than they could be single.

· When both sets of parents fully agree with the marriage and the timing of it.

· Difficult situations:

· What if the wedding plans that violate the above are already set?

· What if the girl is pregnant?

· What if the parents encourage a marriage that violates these guidelines?

· What if the couple violates the guides but are planning to marry anyway, and will reject the church if they are turned down for marriage?

2. Your marriage counseling begins long before the first conference when you de​cide and mention in your teaching your feelings about:

1. Second Marriages [Saints and Sinners].

2. Divorce—determine is there was a scriptural right. If there was not tell them diplomatically, “I am sure you will be disap​pointed when I tell you I can​not officiate at your ceremony in good conscience. You will have to understand this is not any​thing to do with you personally. If it were my own daughter, I could not do it because I do not believe you have scriptural grounds for remar​riage. I would further encourage you to prayerfully reconsider your marriage plans. [Who ever said pastoring was easy?]

3. Rings—The wedding ring was never required by civil law. It is a custom inherited from the Romans. Prior to that time, the wedding “seal” was a necklace with pendant, regarded as a protective amulet and symbol of the marriage bond. Silver rings were more popular (and less expensive) until the Victo​rian era when plain, heavy gold bands became the stan​dard. In early England, the band was worn on the left thumb, but by the middle of the 19th century, English and American brides favored the third finger, left hand placement of the wedding band. Ancient Egyptians believed that this finger had a vein that led directly to the heart. The encircling of this vein by a gold band was thought to have magical powers on the body. Other countries, however, used the right hand.

4. Music and Musicians [Songs and Singers]

5. Dress code, sleeve length, shoulder covering, see through ma​terial. While a white gown has long been the symbol of purity and virginity in European history, virtually no one wanted to get married in plain white! For generations, white meant you were too poor to afford bright, festive fabrics. Good wedding colors were: blue, symbolizing fidelity; green for fertility; and red or yellow for joy. Prints and patterns, when in style, also went to the altar. The wealthy class began wearing white about 1800 with the Greek Revival in vogue. However, the rising middle class and the rural majority generally ignored high fashion and got married in the best clothes they had. The tide was finally turned when, for her wedding to Prince Albert in 1840, Queen Victoria wore white and the fashion-setting Em​press Eugenie wore a wedding gown of white satin for her marriage to Napoleon III in 1853.
6. The rest of the bride’s attire is steeped in custom also. The veil symbolizes purity and protects the wearer from evil. The origin of the veil seems to be lost in time, but the use of it is mentioned in Genesis, and brightly covered veils were known to have been worn by Roman brides in ancient times. Early Christians required the veil to be worn from the moment of betrothal through the conclusion of the ceremony. The bride seems to have come gift wrapped!
7. And what of the groom? During the early 19th century, his attire was flamboyant. The gentlemen of the Colonial through Empire periods were richly attired in silks and satins of deep and vibrant hues with ruffled shirt fronts and sleeves, tight breeches to the knees, and heavily buckled shoes and boots. After the Civil War, the familiar Prince Albert frock coat and the dove-gray, pin-stripped trousers with a fine bro​caded vest were typical. Many a groom also wore a pair of brightly colored, floral needlepoint suspenders (or braces as they were then called), that had been made by the bride.
8. Length of engagement—many require a 90 day, or longer, wait so there is time for emotions to cool if it is rushed and adequate time for planning and counseling.
9. How a Christian marriage is lived.

B. Acquaint yourself with, and strictly adhere to the civil code of your state governing marriage. This information is available at your county courthouse or the office of the city or town clerk. Each state is differ​ent concerning
1. Waiting periods, blood tests, etc.
2. Completing and mailing the marriage license.

C. Etiquette
Within reason you don’t have to worry. It is wise to conform as closely as possible to the bride and groom’s wishes.

D. Rehearsal


All weddings with two or more attendants should have a rehearsal, usually the night before the wedding.

II. Pre-Rehearsal Interview
Remember that the wedding you conduct is a Christian ceremony with strong overtones of worship. It is your responsibility to keep the service and the activities sur​rounding the service within guidelines that do not violate your Christian convictions.
Second, since you are officiating, you reserve the right to include what you feel is nec​essary in a Christian ceremony or to deny requests that would make you uncomfortable.
Third, within the bounds of Christian conduct, basic etiquette and church rules, the bride should have the type of wedding she wants. It is her wedding. This should be made clear to everyone, including the bride’s mother, in a nice but firm way.
Fourth, have a system ready to list the wedding in detail. The rehearsal is not the time to decide how to run the wedding put to implement the decisions already made.
A. When a couple approaches you about being married, you should do at least two things.
1. In many instances you will probably know the couple quite well. However, there are times when you will not know one or both of the people to be married. Learn, if you do not know, their marital background (do not be timid). Ask.

2. Schedule a counseling and planning session. Counsel them regarding their need for God’s blessings on their marriage and how to obtain that goal.  There are several areas that need to be covered:
· Review the details of the wedding with them.
· Which functions they want you to attend.
· A traditional wedding (always maintain the right to include or edit material, the wedding arrangements is the brides but the ceremony is sub​ject to your convictions).
· Go through the wedding step by step (most of the time they will not be able to do this so help them; give the bride a piece of paper and ask her to write it down as you make notes for yourself).
· Instruct the bride to notify the musicians to arrange a special re​hearsal. The wedding rehearsal is not a music rehearsal. Tell the bride that the musicians need to be at the rehearsal only to learn the procedures.
· When you have settled basic questions about the wedding, it is time to move to actual counseling. Cover the basics:
· Remind them that marriage is for life.
· Finances
· In-laws
· Sex
· Birth-control
· Authority
· Communication
· Do things together
· Relationship with God
· Spiritual differences
· Anything to clarify?
· Suggest to the couple that a nice way to spiritually prepare for the wedding is to read the Psalms in reverse order as a countdown to their wedding day. For example, if there are ninety days until the big day, read Psalm 90, the next day Psalm 89, and so on. Couples have said, “It was great to know we were both reading the same thing each day.”
· Remind the couple to bring the marriage license with them to the wedding rehearsal.
· Conclude all sessions with prayer.

B. Information needed from the interview:
Do not suggest wedding party members! It is all right to offer names of business establishments and wedding services if they ask. Make sure they are reputable.
1. Date and time of wedding
2. Date and time of rehearsal—who directs, not usually the pastor
3. Type of wedding - vows, rings, etc.
4. Who is choice of singers and musicians?
5. Location of reception—type of catering or food
6. Authority of rehearsal - who will direct?
7. Number of attendants, type, etc.
8. Photographer-especially do not suggest this professional!
9. Point out again your policies and standards (distribute wedding form and hand​out sheet, once you have tailored this form to fit your needs keep a supply printed and in the church files)

III. Rehearsal

Several days before the rehearsal it would be wise to contact the bride to see if there are any last minute changes. Remind the bride then that she is re​sponsible for the wedding party being there on time.

The church platform should be cleared before the rehearsal. The men at​tendants can do this when they arrive for the rehearsal.

At the announced time call for everyone involved to gather as a group in the front. Introduce yourself and welcome them. Lead them in prayer.

A. Objectives

1. To acquaint each participant with:

· The position he or she will fill and its function
· His or her role in relation to others
· Timing of ceremony and coordination

2. To eliminate distractions and inappropriate actions, thereby achiev​ing group poise and confidence.

B. Procedure [Note especially if you must lead]
1. Draw a chart of the positions and procedures. The processional, the ceremony, and the recessional.
2. Cover the plan in chronological order. Invite ques​tions and clarify each matter.
3. Line up the wedding party and go through the pro​cessional, cere​mony and re​cessional, stopping where necessary to regulate speed of motion. Note: The words of the ceremony are not spoken, unless very involved.
4. Such matters as giving away the bride and the handing of the bou​quet to the Maid of Honor and back again need to be rehearsed.
5. Go through these phases until there is relative ease of operation. Draw a diagram on a board for the wedding party to see.
· Go through the rehearsal at least three times:
· First talk them through it.
· Then run through it quickly (leaving out the songs). Mark the spots of the wedding party with a small piece of tape.
· Ask for questions.
· Finally rehearsal exactly as it will be done.
· Remind the party concerning mistakes—if mistakes are made during the actual wedding, continue as if it were planned to be that way.
· Have the bride and groom practice the kiss. Have a bit of fun with it, but let them know what you expect. Tell the groom, “I want you to practice the kiss. I don’t want a love scene, nor do I want you to give her a passing peck. I want you to give the bride a good, solid smack on the lips. Now, give it a try.” There are times when you may have to have them repeat it several times until the kiss is proper.
· Be sure they do not get so stiff their knees lock. This causes fainting. Do not be slouchy either.
· Hands should be in front, left over the right.
· Conclude with prayer
6. Rehearsal dinner or buffet-style snack is often served by the Groom’s parents or the Maid of Honor.
IV. The Wedding
Fill out the official documents before the wedding. After the wedding give them to the bride and groom.
Jokingly ask to see the bottom of the groom’s shoes while you are wait​ing. Catching messages at this time may save some embarrassment during the ceremony when the couple kneels for the prayer of blessing.
Keep an “Emergency Kit”—a carry all bag. Its contents: thread (selec​tion of colors), needles, pins, shirt buttons, thimble, pin cushion, scissors, nail file and emery board, nail polish, hair spray, bobby and hair pins, comb, mir​ror, talcum pow​der, tissues, breath mints, aspirin, antacid, small first-aide kit, capsules of am​monia, static cling spray, lint clothes brush, cleaning fluid, pen, all-purpose glue, cellophane tape, masking tape, matches and tape measure.

A. The Church

1. Seating: The left side of the sanctuary, as you enter, is the bride’s; the right side is the groom’s. The ushers seat the guests respec​tively. The bride’s mother is the last person to be seated.
2. Decorations: All decorations should be cleared with the Pastor. Consider such things as plastic sheets under the candelabra to catch the wax drippings. You can also get dripless, smokeless candles.

B. The Processional

THE PROCESSIONAL
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	BEST MAN
	
	

	
	
	

	GROOM
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1. The groom and his attendants should meet the pas​tor in his study thirty minutes before the wedding. The bride should arrive at the church at least an hour and a half before the ceremony (unless she is dressing some other place). This is a great time to have pray with the different parties. The ushers and guest book at​tendant should be in place at least 30 minutes before the start of the wedding and seat people as they arrive. Music should begin 20 minutes before the wed​ding and light candles if not part of ceremony. The most important thing to re​member is: start the wedding on time!
2. The wedding begins with the seating of the groom’s parents. The mother of the groom enters on the arm of an usher, with the fa​ther of the groom following and is seated on the first or second pew [prede​termined] on the right side. If grandparents are going to be seated the groom’s grandpar​ents and the bride’s grandparents—in that order—are seated before the groom’s parents.
3. Next is the seating of the bride’s mother. The mother of the bride is seated on the first or second pew of the left side. Room is left for the father to be seated by her side.
4. No one else is seated after the mother of the bride. Rolling out of the carpet is done next if one is being used.
1. Candle lighters
2. The first wedding song is then sung [optional]

5. The minister enters, usually from the side entrance, with the groom and the best man, in that order.

6. The bridesmaids and groomsmen enter (shorter ones first) together, then sepa​rate to stand on their respective sides. Start with the left foot and follow at four pew intervals.
7. Following is the Maid or Matron of Honor who en​ters alone.
8. Ring bearer (if there is one) and Flower girl or miniature bride and groom
9. Bride enters on the left arm of her father. As she enters, the music volume is increased. “Here comes the bride.” The bride’s mother should be instructed to stand, this is the clue for the wedding guests to stand. All turn their attention to the bride.

C. The Ceremony
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1. As each member of the wedding party arrives at the altar, he or she stands at the predetermined spot.
2. The bride kisses her mother [optional] after the fa​ther gives her away. This is done at the first pew. The father is then seated.
3. The bride and groom join at the altar and the cere​mony begins. Another song can be sung/played here. Instruct the wedding party to turn to​ward the bride and the groom as they move up in front you.
4. Select a ceremony from “Star Book for Ministers” by Hiscox, or “The Minister’s Service Book,” by Pearlman, or better still, use them to make up your own ceremony. Add to it until it is yours.
5. As you pronounce the couple man and wife and pray, you might conclude with a simple statement to the groom, “You may greet (kiss) the bride.” “What God hath joined together, let not man put asunder.” If there is to be a unity candle the couple should move toward it. Tell the groom to blow out the bride’s since many wedding dresses are a fire hazard. Introduction of bride and groom, “I now present to you Mr. and Mrs. John Doe.”

D. The Recessional
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1. The bride and groom depart with her left hand in his right arm. Tell the groom to assist the bride down the steps by taking her arm.
2. The flower girl and ring bearer, if there is one, de​part together. If there is no ring bearer, the flower girl departs alone following the bride and groom.
3. The best man departs with the Maid of Honor and the brides maids are paired with the grooms men.
4. The minister gives instructions and directions as needed for the re​ception; holds congregation for pictures if necessary. He dismisses the con​gregation for the wedding party receiving line.

THE RECEIVING LINE

	Bride’s Mother
	
	Groom’s Mother
	
	Bride
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5. Give a typed letter on church stationary stating the marriage of the new couple so they can use it until they get their identification changed.

6. You should attend the reception if possible. If you can’t let them know several days in advance and why.

V. The Wedding Sermon
A wedding sermon, whenever it is included in a Christian marriage cere​mony, provides a pastor with two unique opportunities:

A. It enables him, through the gospel, to contribute to the welfare not only of the couple being married, but to those listening. 

B. It is a splendid missions opportunity. Normally some unchurched people attend a wedding. People who might feel uncom​fortable at a church service have a rea​son to come to a wedding where you can introduce them to the church and the relevance of the gospel.

VI. A Wedding Ceremony
The Meaning of Marriage

Tammy Cook/Jason Beirman Wedding


We are gathered here in the presence of God, and before these witnesses of family and friends, to unite Jason Beirman and Tammy Cook in holy matrimony. Let us worship God in this ceremony.


Marriage is not a contract between two individuals, it is a covenant. A covenant is based on trust, unlimited responsibil​ity, and the fact that it can never be broken. The covenant that you en​ter into today is before God, your families and your friends. God is actively involved in this mar​riage since it is He that joins together. Your families are involved, they have released the respon​sibilities of provision and protection now to you. Your friends are serving as wit​nesses of the vows you make to each other and the reality of this marriage. They will always serve as God’s re​mind​ers to you to be faithful to your vows.


Therefore no one should enter this state of life unadvisedly, lightly or wantonly; but rever​ently, discreetly, advisedly, soberly and in the fear of God; duly considering the causes for which matrimony was ordained. If there be any who know of any just cause why this couple should not be joined in holy matrimony let him speak now or forever hold his peace.


Who gives this woman to be married to this man? (Her mother and I.)


Let us pray.


Congregation seated.


Song.

 
Jason and Tammy, marriage is an honorable estate whose bond and covenant was insti​tuted by God when He presented Eve to Adam in the Garden of Eden to become the first wed​ded cou​ple. Jesus Christ adorned and beautified it with His presence and first miracle in Cana of Galilee. The Apostle Paul commended it to be honorable to all men. It signifies to us the mystery of the union between Christ and His church. 


What is the meaning of marriage?


Genesis 2:18-24, “And the LORD God said, It is not good that the man should be alone; I will make him an help meet for him. And out of the ground the LORD God formed every beast of the field, and every fowl of the air; and brought them unto Adam to see what he would call them: and whatsoever Adam called ev​ery living creature, that was the name thereof. And Adam gave names to all cattle, and to the fowl of the air, and to every beast of the field; but for Adam there was not found an help meet for him. And the LORD God caused a deep sleep to fall upon Adam, and he slept: and he took one of his ribs, and closed up the flesh instead thereof; And the rib, which the LORD God had taken from man, made he a woman, and brought her unto the man. And Adam said, This is now bone of my bones, and flesh of my flesh: she shall be called Woman, be​cause she was taken out of Man. Therefore shall a man leave his father and his mother, and shall cleave unto his wife: and they shall be one flesh.”


When Adam was placed by God in the Garden of Eden, it was perfect -- yet something, or better someone, was missing. So God made Eve. Why?


For Partnership (v18). God said it was not good for man to live alone. God made us with a social dimension, to live in community; not alone. God wanted Adam to have someone to be with. True partnership is experienced only in a oneness of spirit. We must work at sharing our mo​ments with each other, plan the time to do activities together.


For Parity (v20). After Adam examined all the animals it notes there was no help meet for him. Adam went into a deep sleep (v21) and while he slept God made Eve from Adam’s rib (v22), to which women would insist it was “prime rib.” It is unfortu​nate that this has been in​ter​preted to mean that women are not equal. As a point of fact the word in Hebrew for “rib” can also be translated as “side,” so the reality is that woman, in God’s creation, is the one who stands alongside man.


For Pleasure (v23). When Adam woke he was pleased. He said, “This is now” which is a Hebrew expression of delight. It’s like us saying, “At last!” To translate into language we can all understand, Adam saw Eve and said, “Wow! Look at that!” Adam then burst into biblical histo​ry’s first poem. We should find happiness and satisfaction in the bonds of marriage. Strive to make the other happy through words of encourage​ment that strengthen.


For Permanence (v24). God brought Eve to Adam, much as a father presents the bride to the groom in our wedding cere​mony. Adam knew they were made for each other and it brought him joy. He then made his commitment to turn from all others and be​long only to her.


For Progeny (v24). In the sanction of marriage God purposed fruitfulness. It is within mar​riage that we raise children be​fore the Lord.


Love is an elusive word. We use it in many ways. Jesus com​manded people to love. There​fore, love is a choice followed by a commitment and demonstrated by conduct; not just a feeling. Let your love to each other be guided by the Scripture.


I Corinthians 13:4-8, “Love suffereth long, and is kind; love envieth not; love vaunteth not itself, is not puffed up, doth not behave itself unseemly, seeketh not her own, is not easily pro​voked, thinketh no evil; rejoiceth not in iniquity, but re​joiceth in the truth; beareth all things, be​lieveth all things, hopeth all things, endureth all things. Love never faileth.”


The offering of the right hand symbolizes the pledges to each other of your strength, re​sources and purpose. Through this covenant relationship we can depend upon all the re​sources of the other when they are needed.


The holding of the right hand symbolizes the cleaving to​gether of your lives that is to be ac​complished in this mar​riage covenant.


Now, if you Jason Beirman and you Tammy Cook, wish to take its vows and assume its obli​gations, indicate that wish by joining your right hands. (For couples already married and wish to reaffirm their vows join right hands When this couple says, “I do” you can let your spouse know that you also agree by a gentle squeeze.)


Will you, Jason, have this woman, Tammy, whose hand you hold to be your wedded wife, and solemnly promise that you will loyally fulfill your obligations as her husband to protect her, honor her, love her and cherish her in adversity as well as in prosperity and keep yourself unto her alone, so long as you both shall live? (I do.)


Will you, Tammy, have this man, Jason, whose hand you hold to be your wedded hus​band and solemnly promise that you will be unto him a tender, loving and true wife through sun​shine and shadow alike and be faithful to him so long as you both shall live? (I do.)


Repeat after me:


I, Jason Beirman, take thee, Tammy Cook, to be my wedded wife, to have and to hold from this day forward, for better for worse, for richer for poorer, in sickness and in health, to love and to cherish, till death do us part, according to God’s holy plan; and therein do I pledge my love.


I, Tammy Cook, take thee, Jason Beirman, to be my wedded husband, to have and to hold from this day forward, for better for worse, for richer for poorer, in sickness and in health, to love and to cherish, till death do us part, according to God’s holy plan; and therein do I pledge my love.


Jason, by what token do you give your love? (A ring.) (Hand me the ring)


When God made a covenant with Noah He put a symbol in the sky, a rainbow. When viewed from the sky, the rainbow is a circle. It was to be a continual reminder to God of the covenant that He made. From this we may learn that it is well for us, when we enter into a solemn agreement one with an​other, to set apart some reminder of what we have promised. As tokens of your mar​riage covenant you have selected a ring of gold. In Scripture a ring is a symbol of authority and the re​sources that go with it. Today it symbolizes to us the transfer of authority, strength and protection.


Forasmuch as the husband imparts to his wife his name and receives her into his care and keeping put the ring on the wedding finger of your bride, (return ring) and say to her these words, “I, Jason Beirman, give this ring to you, Tammy Cook, and by this act declare, in the pres​ence of these witnesses that I take you to be my beloved wife; and I will be to you a faith​ful hus​band until death shall part us.”


Now Tammy, take the ring that you have selected, put it on the wedding finger of your bridegroom, and say to him these words, “I, Tammy Cook, give this ring to you, Jason Beirman, and thus declare, in the presence of these witnesses that you are the husband of my choice, and that I will be faithful to you until death shall part us.”


You are to wear these rings as the enclosing bond of rever​ence and trust. As you work for happiness in your marriage, I charge you to be true to the vows you have taken. With your mar​riage, you begin life under new conditions and with greater responsibilities; and it is only by faithfully perform​ing the duties and fulfilling the obligations of the new rela​tionship that true and lasting happiness can be found.


Forasmuch as you, Jason, and you, Tammy, have openly de​clared your wishes to be united in marriage, and in the pres​ence of God, and before these witnesses have pledged love and faithful​ness each to the other, and have confirmed the same by giving and receiving a ring, and by join​ing hands, I, as a minister of Jesus Christ and legally authorized to do so by the state of Kentucky, pronounce now that you are husband and wife. Those whom God has joined together let no one put asunder.


Lighting of the unity candle.


Song.


Let us pray.


You may kiss your bride.


Families and friends, I present to you Mr. and Mrs. Jason Beirman.


Recessional.


Announcements.
VII. A Renewal of Vows
Renewal of Vows


We are gathered here in the presence of God, and before these witnesses of family and friends, to renew the marriage vows of _______________ and ________________________. Let us worship God in this celebration of love.


Genesis 2:21-24, “And the LORD God caused a deep sleep to fall upon Adam, and he slept: and he took one of his ribs, and closed up the flesh instead thereof; And the rib, which the LORD God had taken from man, made he a woman, and brought her unto the man. And Adam said, This is now bone of my bones, and flesh of my flesh: she shall be called Woman, because she was taken out of Man. Therefore shall a man leave his father and his mother, and shall cleave unto his wife: and they shall be one flesh.”


Satan hates our homes because he knows that our homes are the most basic unit of soci​ety. So, as our homes go—so goes our society. Therefore, Satan’s plan is five-fold.



1.
Dethrone God. Make God a convenience or a superstition thereby removing Him and His Word from authority in our lives.



2.
Debase Man. If there is no God then man was not created. Instead he is only a higher form of animal. This is the danger of the theory of evolution. (Which according to some has now evolved into a fact.)



3.
Deny Christian Morals. If man is an animal then you must allow him to do what​ever is natural. Nothing is right or wrong, only natural or unnatural. Therefore, you don’t need a license to cohabitate. So society has developed code words that are lies. “Free love” when love is not free. “Making love” when you don’t make love you express love. And “going all the way” when all the way includes faithfulness, trust and loyalty. Most marriage problems to​day are the result of couples not going all the way.



4.
Destroy the Family. Christian morals are the glue that holds the family together.



5.
Dominate the World.


Because of Satan’s work the old ship of matrimony is going through a terrible storm. In this storm of every twelve (12) couples that are on board four (4) jump overboard—they get a di​vorce. Six (6) stay lashed to the deck -- they tie themselves on because of their children, ca​reer or church. But, they don’t enjoy the cruise. Out of the twelve (12) only two (2) couples really enjoy the voyage and make it through with some semblance of happiness.


I remember at our first month wedding anniversary we were conducting a revival in Dublin, Texas. The pastor called on the song leader to lead the congregation in a special song to com​memorate our first month of marriage. She started the congregation in the song “When the Bat​tles Over We Shall Wear a Crown.” Sadly, far to many people feel that is the appropri​ate song for marriage. We must work at our marriage for it to add the joy that God intended.


This ceremony of renewing the marriage vows of _________________ and ___________________ originally taken on _______________ is to testify of their commitment to one another and belief in the state of marriage. 


The offering of the right hand symbolizes the pledges to each other of your strength, re​sources and purpose. Through this marriage relationship we can depend upon all the re​sources of the other when they are needed.


The holding of the right hand symbolizes the cleaving to​gether of your lives that is to be reaffirmed in this renewal of your mar​riage vows.


Now, if you __________________ and you ________________, wish to renew its vows and affirm its obligations, indicate that wish by joining your right hands. (For others who want to participate silently, join right hands also. As you commit yourselves again to your marriage give your partner’s hand a gentle squeeze at the moment the husband or wife says their part.)


Will you, ____________, recommit yourself to this woman, ____________, whose hand you hold and solemnly promise that you will loyally fulfill your obligations as her husband to protect her, honor her, love her and cherish her in adversity as well as in prosperity and keep yourself unto her alone, so long as you both shall live? (I do.)


Will you, ______________, recommit yourself to this man, _____________, whose hand you hold and solemnly promise that you will be unto him a tender, loving and true wife through sun​shine and shadow alike and be faithful to him so long as you both shall live? (I do.)


Repeat after me:


I, __________________, take thee, ______________________, again to be my wedded wife, to have and to hold from this day forward, for better for worse, for richer for poorer, in sickness and in health, to love and to cherish, till death do us part, according to God’s holy plan; and therein do I pledge my love.


I, ___________________, take thee, _____________________, again to be my wedded husband, to have and to hold from this day forward, for better for worse, for richer for poorer, in sickness and in health, to love and to cherish, till death do us part, according to God’s holy plan; and therein do I pledge my love.


Now I charge you, before God and this group of relatives and friends, to be faithful to your vows and to one another.


You may kiss your bride.


Let us pray.

VIII. Why a Church Wedding?

The pastoral blessing in the wedding ceremony states, “I, as a minister of Jesus Christ and legally authorized to do so by the state of 

, pro​nounce now that you are husband and wife. Those whom God has joined to​gether let no one put asunder.” It joins a couple in the sight of God and the state. But the Bible no where insists on a religious ceremony to legitimize a wedding service; nor does it prohibit marriage by civil law. However, it is a historic tradition and recommended practice of the church that Christian cou​ples getting married have a church wedding. Why? Consider these reasons.

1. A religious ceremony is an act of God.
2. A religious ceremony reminds the bride and the groom that the greatest re​spon​sibility taken on in marriage is spiritual. 
3. A religious ceremony formalized in a church setting is a witness of what Jesus Christ can do for a life.
4. A religious ceremony is a statement against the trend toward the secularization of marriage.
5. A religious ceremony also affirms the church’s role in the lives of the bride and groom; it bonds the partners to the church.
6. A religious marriage provides spiritual roots for children.
7. A religious marriage is a testimony to faith in God.


FUNERALS


Assignment: Write funeral ceremony with sermon. Cover all the funeral service and the graveside committal.
I. Pre-death Visitation

A. The Pastor should prepare himself for the service.
B. Calls from the critically ill and the dying take an urgent priority.
C. Secure permission from the doctor or nurse to visit at that time.
D. Be careful what you say. Learn from family, if possible, what is his/her con​dition and how much he/she knows. Ask him/her how he/she feels about his condition. Ask non-threatening, open-ended questions to show you are inter​ested in them. Establish rapport.
E. Read Scripture (on faith and hope) such as Isaiah 30:15; Psalm 46:10; Matthew 21:22; Romans 8:28.

F. Pray appropriately. Don’t forget the person is dying. Each visit may be your last. Don’t be afraid to say good-bye.
G. Offer to assist the family.
H. Depart, urging the family to keep you informed.
I. Lingering sickness requires the minister to visit many times, when death becomes conspicuously close, visits to the home or hospital should be more frequent.
II. Ministry Following Death

A. Offer comfort, hope and assurance. Just being there means a lot.
B. Allow the bereaved to talk, to express their emotions freely. Do not say: “Don’t cry. He would not want that!”
C. You need not say much. The less the better. Three years of train​ing cannot prepare you for every situation.
D. Encourage them and pray with them. Such general state​ments as, “It is not what happens to you that counts, but what you do with what happens” will help the family.
III. Interview For Making Funeral Arrangements
A. Know the customs of the area and follow them.
B. Tell the family to discuss what they want and get in touch with you.
C. Offer to go with them to the funeral home. If you go, caution them about cost. Some families, in guilt, spend what they cannot afford. Funeral costs are broken down as follows:

1. Funeral Home/Director
2. Cemetery
3. Memorialization
4. Miscellaneous

D. When you do get in touch, ask these questions:

1. Where will the service be held?
2. When will the service be held?
3. Who will conduct the service?
4. Who will minister the music and who will be the musicians?
5. How is the obituary to be read?
6. Will the casket be opened?
7. Are there fraternal orders involved?
8. How is the interment to be conducted?
9. Who are to be the pall bearers?

E. Inform the family how to reach you.

IV. Service Order

A. Program
B. Sample Service

1. Organ prelude ten or fifteen minutes before ser​v​ice time

2. 
Minister enters two or three minutes prior and is seated.
3. 
Funeral director seats the family
4. Minister asks the congregation to stand as the family enters. Then they are seated after the family.
5. Opening remarks — Comment and Scripture
6. 
Invocation: Ask for God’s comfort in our sorrow, to enable us through the Word of God to have hope and to bless the family with spiritual consolation.

7. Song: Singers need no introduction.
8. Scripture and comments: Eulogy or obituary

9. Song of comfort and hope.

10. Funeral sermon: A well-prepared minister should be able to say what needs to be said in 15 to 20 minutes at the most. Read an appropriate scripture. Give a brief message. The pur​pose of the message is to comfort the family first, then to re​mind the listeners that we all have an appointment with death. The message should include, if possible, some personal stories about the deceased. These can be gathered by talking to the family while vis​iting with them when making the funeral ar​range​ments. The person who died has a name, use it fre​quently; it will help the family. Be sure to in​clude the promise of the resurrec​tion. The mes​sage of salvation should be in​cluded at the end, repeated in the fi​nal prayer. End with a benedic​tion (never assume anything, do not judge) that in​cludes a prayer for the grieving.
11. Organ postlude

12. After the director opens the casket, step down to the head of the casket and stand as the congrega​tion goes by (best not to shake hands. This is not a receiv​ing line). Be there to offer family consola​tion. Do not rush the family, but you may need to help them leave the casket.

13. You will lead the casket (or follow) to the hearse.

14. Check with the director on the order of your car in the pro​cession (or transportation). The minister often leads the pro​cession so know the directions and the location of the plot. Turn on your head​lights as you leave. It is custom​ary in many areas to have a police escort.

V. The Committal Service

A. Before beginning
1. Stand close by the casket as it is removed from the hearse.
2. Lead slowly to the site. Follow the Director’s suggestions

3. Wait until the Director gives you a sign to begin (usually a nod)

B. Sample Service [two persons best]

1. Many times consists solely of Scripture and prayer (sometimes poetry, occasionally a song]
2. Make any comments very brief

3. Scriptures should deal with the resurrection

4. If the military is a part of the grave side service, this is a good place to in​clude them.

5. Prayer: Ask for sustaining strength, thank God for the hope of that glori​ous resurrection morning, mention the family.
6. Conclude by thanking the friends of the family for coming.

7. Walk slowly to the relatives and begin shaking hands. At least those on the front row [immediate family]. A word to the relatives is fine.
8. 
They are expected to leave, some will get flowers, some will want to stay until the site is covered. Most will go (encourage them to go if necessary, but gently).

9. Remain as long as needed to talk with and comfort those who are grieved.
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It is a good idea to visit (when possible), the funerals in your community. Watch for them in the newspapers. See how others do it, especially the fundamentals.
VI. Follow-Up

A. Immediate Attention
1. Call on the family within a few hours if it is permissible and possible.
2. Drop by and visit with the family the next day. 
3. Assure them of your continued prayers.
4. Offer your services (but do not be a lawyer)
5. You want to continue serving the family after the funeral. Help them to understand. Be there at their one year anniver​sary of the death.
6. The loss of a loved one is a highly personal experience. The time of grief will last longer in the case of an unexpected death. All to often the survivors are left alone once the funeral is over. Make yourself available from time to time. It has been found that conversation is very therapeutic for the survivors. Let them take the lead in this instance, if they want to talk about their experience, let them talk. There is no greater gift you can give to them than your time.
B. The Grief Cycle

The grief cycle is a vital part of the recovery after a death. It is a person’s way to manage a loss or hurt. There are no authorities on grief. There are books and data, but no certain patterns. The person in grief is the authority.
1. The grief cycle usually proceeds along this line:
· Shock and Denial. Often the person will want to refuse to believe that it has really happened. This acts as a shock absorber.

· Anger and Hostility. The person is not rational as they blame God and the deceased for the death. This is not a time for theological discussion but the time that you are needed the most. Let them talk it out and pray with them; it is not the time to give answers.
· Bargaining and Contracts. “I will do this, if you will do that.” They try to change what has happened and can become isolated. Help them continue through the grief cycle.
· Depression. They withdraw from others. Be available and watch for signs of concerning suicidal. The best response often to de​pression is crying, so let them cry and tell the story over and over.
· Acceptance. This is not a complete healing but a willingness to go back to work and continue with their life.
· True Healing. When they discover life again and it feels inviting. Ready to try something new. See life with wisdom and humor. It may take up to two years for this to happen.

Watch for progression during the grief cycle. They will not always follow this order and there is no right length of time in one phase.

C. Statement Grievers Would Rather Not Hear
1. Just be glad you had him/her as long as you did.

2. Don’t cry.

3. Stay as busy as you can.

4. It’s been several months. Shouldn’t you be over this?

5. Try not to think about it.

6. You can always 

 (have other children, remarry, etc.).

7. It’s God’s will.

8. You shouldn’t feel that way.

9. Call me if you need anything.

10. You ought to get his/her things out of the house.

11. Nobody promised you’d have him/her forever.

12. Just remember life goes on.

13. Talking about him/her only makes it worse.

14. You’ve got to be strong now.

15. He/she wouldn’t want you to grieve.

D. Statement Grievers Need to Hear
1. I care. (Can be communicated in hundreds of ways with words, touch, prayers, actions, eye contact, etceteras.)

E. How to Help Those Who Grieve
1. Call Often. The grieving need calls more after the first couple of months. Don’t expect the bereaved to call you. They may not have the energy, even though the may need to talk

2. Offer a specific time to do something with them. Try to think about their “down” times—evenings and weekends in particular.
3. Feel free to talk with them about their loved one. Don’t avoid his/her name. Sharing memories of their loved one with friends and relatives can help them deal with the reality of the loss.
4. Realize that while they may seem to be “doing so well,” they have a lot of grief to work through.

5. Avoid pitying them. Put yourself in their shoes and see that pity is not what they need. Care for them instead.
6. Treat them as a human being, a real person, not a china doll.
7. Express your caring. If you feel like crying when they are talking to you, it’s okay.
8. It is better to say nothing than to offer naive clichés. Know that an appropriate touch means more to them than a hundred ill-chosen words.
9. Take food or invite them to dinner
10. Take walks with them.




F.
How to Help a Child with Loss
All children experience loss. Loss is a part of growing up. Although loss always hurts, even a young child can learn that beautiful surprises come wrapped in the “package” of loss. We encourage you to talk about these gifts. Sensitive, caring adults are made, not born.

1. Talk about loss whenever the child asks questions.
2. Answer honestly and only what’s asked.
3. Don’t use philosophical terms, use plain English.
4. Remember, until they are about nine years, most children don’t understand death as permanent.
5. Tell the child he or she did not cause a death by anger. (Children confuse the wish with the deed.)
6. Take the child to a cemetery or a funeral home to visit before death occurs.
7. Ask, “What do you wonder about?”

8. Talk about your own feelings of sadness when you have experi​enced loss. Don’t shut the child out.
9. Don’t wait for the one grand “tell it all” session.
10. If you are uncomfortable with child, your child will be also.

VII. Sample Funeral Service - A Saint

Pebble Jean Starcher Anderson

General Information:



Lambert and Tatman Funeral Home 304/422-6100 (Rich)



Service at Christian Life Center, Parkersburg



Ministers: Delton Smith & Michael Anderson



Burial: Bethel Cemetery



Cause of Death: Cancer

Personal Information:



Born: May 14, 1936 in Duck, West Virginia



Occupations: Home Health Care (8 years)




Wood County Head Start Program (3 years)



Church: Christian Life Center United Pentecostal Church



Sunday School Teacher




Children’s Church Teacher



Education: General Education Diploma




Social Service Graduate



Lived in Vienna, WV, since 1964

Family Information:



Father: Harley Starcher (deceased 1970)



Mother: Gay Sirk Starcher Evans (deceased 1996)



Married: December 28, 1953



Husband: Harold Richard Anderson



Children: Ricky Anderson (deceased 1956)




Gaylen Michell Cole, Vienna, WV




Rev. Harold Michael Anderson, Houston, TX




Ginny Lynn Kinney, Vienna, WV




Drexel Thomas Anderson (deceased 1983)




Edward Thomas Anderson, Parkersburg, WV



Grandchildren: Drexel August Anderson, CA




Angela Anderson, TX




Timothy Cole, WV




Holly Anderson, TX




Pebble Kinney, WV




Tiana Kinney, WV



Siblings: Geneva Caltrider, Bellville, WV




Janetta Bradley (deceased 1997)




William Starcher, Rupert, GA




Edward Starcher, El Paso, TX




Dana Starcher, El Paso, TX




Rosetta Anderson, Inverners, FL




Shirley Sparks, Mason, WV




Jerry Starcher, Mason, WV




James Starcher, Long Bottom, OH




Margie Schearman, Wichita, KA

Service Order:


Music prelude and - He Was There All the Time  Eline Willis


Obituary and Prayer - Delton Smith


Serenaded by Angels - Eline Willis


Eulogy - Michael Anderson


If You Could See Me Now - Marie Anderson


Sermon - Delton Smith


Music and Viewing


Graveside - Delton Smith

Eulogy:


On behalf of all the family—thank you for coming to honor the life and memory of a godly wife, mother, and sister. We wanted to say a special “Thank you” to the nurses, aides and volunteers at the Home Health Care who often went the second mile in their care. And, a big THANK YOU to Pastor Delton Smith and the members of Christian Life Center for their prayers, visits, encouragement and care that extended beyond Mom’s passing.


What kind of woman was Pebble Anderson? She planned this memorial service today. She selected the singers and speakers. Two years ago when we were all home she had us go together to Lambert and Tatman where she se​lected her casket, memorial cards, etc.


She was deeply committed to God. I always remember her involved in the activities of the church. She organized young people to raise funds so we could all attend summer youth camp—that’s when we all tried to own guppies for a while. Or was working in a classroom teaching a Bi​ble les​son, we had favorite stories that she finally quit telling in front of us be​cause we would add top it from the last telling. Her teaching extended out​side the classroom. I remember her telling me after a particular painful expe​rience that there was one of two lessons I could learn from every situation—how it was done right so that I might follow it or how it was done wrong so that I might change it in the future.


She would go out on Saturday morning and visit children carrying gum or candy so that on Sunday morning she filled a church bus with kids who could then be in Sunday School. Until her sickness stopped her she took her turn on Wednesday nights helping in Kidz Church and always carried a snack of nacho chips and cheese to share when she finished.


She was a friend. There have been so many people come by the Funeral Home this week who are her friends. She was always friendly and constantly made new friends. They represent every stage of her life, from elementary school through friends made in the last few years. The vast display of flow​ers here today are a witness of her number of friends.


She was interested in her community. I remember her involvement in Parent/Teacher Or​ganizations, serving at least one year as president of the organization for Vienna Elementary School. And later working three years with Head Start program so she could help kids.


She was a faithful wife. Dad for years was a truck driver and was often gone from Monday through Friday and Mom had to hold our family to​gether. But, when Dad came home it was clear that he was the head of the family. Still, she knew how to talk to him. Mom told me one day as I preparing to return to college that I needed a college in Houston but not to say anything to Day, she would talk to him. I don’t know what she said or when she said it, but a few days later while I was washing the car with Dad he suddenly said, “Now, when you get this car to Houston there are certain things I expect to be done.” And, I had a car. She later passed that advice on to Marie who frequently uses it.


She was a loving mother. I called home as a college student—collect of course—to see what was happening when she explained they were playing with Tarzan. I asked who was Tarzan? She explained that Tarzan was raised by apes and the little baby they were caring for was surely mon​keys of them. When that baby’s mother could no longer care for him, she opened her home and her heart to him and gave us Edward.


Mom asked me once why I thought the Lord gave her another son to raise after all the kids but Drexel were already grown up and moved out. I reminded her of the parable of the talents that Jesus told where He revealed at the end that those who were faithful were given additional tal​ents and ap​parently she had done well raising us so God gave her another.


But, no one is perfect. I also remember her occasionally getting angry. She was strict dis​ciplinarian and expected us to what was right. Yet she also knew when to wait and to talk rather than correct. And I never saw her get angry any quicker than when she though one of her chil​dren was being mistreated.


We could list many wonderful things about her life. It was a life to cele​brate. Her strong will to live enabled her to battle cancer over five years and repeatedly amaze the doctors and home health care workers. But she also ap​proached death with dignity. Have you ever considered death from God’s point of view?


After Genesis three there were only two kinds of people living in the world: the descendants of Cain (Genesis 4) and the descendants of Seth (Genesis 5). Cain’s children are revealed in the market, busy about human pursuits. Seth’s children are revealed in the morgue, throughout Genesis 5 we hear the toiling of the bell—he died . . . he died . . . he died.


Did you ever wonder why God records the death of the godly in Genesis five but ignores the death of the ungodly in Genesis four? You would think it the opposite since the wages of sin is death and God would emphasize the death of the ungodly. But, He ignores their death all together.


But God also records something else about the godly that He doesn’t say about the un​godly. God writes, “He lived . . . He lived.” He writes it twice. I doubt that the godless crowd thought the godly were living—going to church, reading the Bible—but God’s says they lived and they died.


Why would God record the death of the godly and not the death of the ungodly? Because, “Precious in the sight of the Lord is the death of his saints” (Psalm 116:15). The death of God’s saints is not the end of the journey. All that death does is swing wide the gates of glory. It lifts us above the shameless sights and sounds of the sadness and the sorrows of the cities of man into that great city where the pave their streets with gold and build their walls with jasper; where the Lamb is the light.


So, God records of each of His saints that he died. It almost like a shout of triumph as the saints go marching in.


But, if it is a triumph what about the cancer?


Cancer—damnable disease! The very word has a hiss in it. When the doc​tor uses it (or one of its nicer-sounding synonyms), it’s devastating. Our hearts are chilled, our heads swim, we think we might have misunderstood, but we know we didn’t. Words like “incurable” and “terminal” and “treatments” and “therapy” crowd out all other thoughts as we lay awake at night. For the first time in our earthly existence we feel mortal. Prayer is no longer a theological theory. Our life passes in review.


We fear a long and painful process after which we might recover . . . or we may not. Our body is carrying a disease . . . but we are determined not to let it conquer our mind. Our physical appearance may change and our health may go through some sever ups and downs, but Mom showed our spirit can remain triumphant. We want that more than anything else this side of a mi​raculous healing.


So what can we do? We tell God we have an emergency—we have cancer and we need wisdom.


Each morning from then on we ask for, and accept, the gift of God’s wisdom and we count on His strength for that day.


Amazingly, we soon discover that our greatest enemy is not the disease but subtle, slippery feelings of despair, the thief of peace. And so we rely on God’s daily delivery service to get us through that one day. And then the next. And the next.


When Dan Richards lost his battle with cancer, the following piece was distributed at his memorial service:




Cancer is so limited . . . 




It cannot cripple love,




It cannot shatter hope,




It cannot corrode faith,




It cannot destroy peace,




It cannot kill friendship,




It cannot suppress memories,




It cannot silence courage,




It cannot invade the soul,




It cannot steal eternal life,




It cannot conquer the Spirit,




It cannot lessen the power of the resurrection.


Cancer has not won here today—it has been defeated!

Prayer:


Lord, we celebrate here the life of Pebble Anderson who could not be de​feated by cancer because she long ago surrendered to You. We know she now rests in your loving care. And her prayer would be that those arms that cradle her would also hold us. Let it be so Lord.

Graveside:


What gives a family courage as they stand beside a fresh grave?


What is the ultimate hope of the handicapped? The abused? The burn victim?


Why would anyone who is blind or deaf or paralyzed be encouraged when they think of life beyond the grave?


How can we see past the martyrdom of some helpless hostage or devoted missionary?


Where do the thoughts of a young couple go when they finally recover from the grief of losing their baby?


What is the final answer to pain, mourning, senility, insanity, terminal diseases, sudden ca​lamities, and fatal accidents?


The answer to each of these questions is the same: the hope of bodily resurrection!

We draw strength from this single truth almost every day of our lives—more than we real​ize. It becomes the mental glue that holds our otherwise shattered thoughts together. Impossible though it may be for us to under​stand the details of how God is going to pull it off, we hang our hopes on fragile, threadlike thoughts that say, “Someday, He will make it right.” And, “Thank God, all this will change.” And, “When we’re with Him, we shall be like Him.”


More than a few times I’ve looked into red, swollen eyes and reminded the despairing and the grieving that “There’s a land that is fairer than day” where, as John promised in the Revela​tion, “He shall wipe away every tear . . . there shall no longer be any death . . . any mourning or crying or pain . . . there shall no longer be any curse . . . any night . . . because the Lord God shall illumine them; and they shall reign forever and ever” (21:4; 22:3,4). Thank God for such wondrous hope!


Just imagine . . . those who were physically disabled here will one day leap in ecstatic joy. Those who spent their lives absorbed in total darkness will see every color in the spectrum of light. In fact, the very first face they will see will be the One who gave them sight!


There’s nothing like the hope of the resurrection to lift the agonizing spirits of the heavy-hearted. Unless, of course, it’s all a cruel hoax.


That’s Paul’s whole point in I Corinthians 15. Remember how he put it? If bodily resurrec​tion is only an empty dream, all our preaching has a hollow ring to it, our faith is worthless, the dead have perished, we are still under the condemnation of our sins, and “we are of all men most miserable” (vv. 14, 16, 18, 19).


But wait! That hypothetical argument hinges on a conditional presuppo​sition . . . if. “If there is no resurrection of the dead . . .” But there is! We can count on it.


But how can we know for sure, some may ask. What gives such assur​ance, such unshakable confidence? All those questions have the same an​swer: the fact of Christ’s resurrection.


Because He has been raised, we too shall rise! No wonder we get so ex​cited about Easter! No wonder we hold nothing back as we smile and sing and celebrate His miraculous resurrection from the grave!


Jesus Himself promised, “I am the resurrection and the life, he who be​lieves in Me shall live even if he dies” (John 11:25).

Prayer:


God, we have come with the earthly body of Pebble Anderson as far as we can. We have stood beside her during her sickness and prayed with her during her suffering. Now she is released from all that. It is the family that needs You know. May your Spirit be a comfort and a strength to us all. We ask it in Jesus’ name. Amen.


VIII.
Sample Funeral Service - A Stranger

Donald K. Hall

General Information:


Memorial Service only


Monday, August 10, 1998, 3:30 PM


Chapel of Forest Park 281/497-2330


(Westheimer @ Dairy Ashford)


Cause of Death: Cancer

Service Order:


Music prelude


“Deep River” - Richard Files


Obituary and Prayer - Dr. Michael Anderson


Eulogy - Dr. William MacLeod


Sermon and Prayer - Dr. Michael Anderson


“The Lord’s Prayer” - Richard Files


Music postlude

Obituary:


Donald K. Hall, 71, passed from this life Thursday, August 6, 1998. Donald was born in Portland, Maine, on January 18, 1927, and a resident of Dracut, Massachusetts, numerous years. Donald was a graduate of Baldwin-Wallace College in Berea, Ohio, and a member of the Lamda Chi Alpha Fraternity. Donald was a veteran of the United States Navy serving his country in World War II. He retired from Firestone Tire and Rubber Company. Donald volun​teered his time at Elsik High School during his last nine (9) years.


Donald Hall is survived by his loving family: his wife, Emma Jean (Emmie) Hall; his daughter and son-in-law, Donna and Dennis Bufton; his sons and daughter-in-law, Thomas L. and Brenda Hall, James R. Hall, David R. Hall; a granddaughter, Kathryn Hall; and a sister and brother-in-law, Laura and Dr. William MacLeod.


On behalf of the family—thank you for coming to honor the life and memory of a good husband, father, and brother. Emmie asked me to convey her appreciation to the many friends who have supported her and her family during Donald’s illness, espe​cially to the volunteers and staff at West Houston Medical Center, the members of the Medical Center Hospice, Dr. Young Kim, and Anna from Dr. Kim’s office.


Prayer

Sermon: Keep Looking


We are here to pay our respects to all that was mortal of Donald K. Hall. When someone so near and dear passes we habit​ually remark, “Think about what we’ve lost.” Let’s think about what we have left, not what we lost. For, while it is a loss, this is a wonderful moment for the cele​bration of a life that has meant so much to so many.


I have heard so many compliment the life of Donald these past few days. They have spoke of his love for people, his outgoing personality, the fact that he never met a stranger, his wonder​ful wit, his thoughtfulness of others, and almost everyone has mentioned his great sense of hu​mor. It has also be said by several what a perfect match he and Emmie were as a couple, one per​son tell​ing me with conviction that we need more couples like them. And, several have spoke of his vol​unteer service at Elsik High School where he often sat with the students in the lunch room to be available so they could just “talk”.


I have what might be a strange passage of Scripture for a memorial service, but please listen closely.


Daniel 7:1-14, “1In the first year of Belshazzar king of Babylon Daniel had a dream and visions of his head upon his bed: then he wrote the dream, and told the sum of the matters. 2Daniel spake and said, I saw in my vision by night, and, behold, the four winds of the heaven strove upon the great sea. 3And four great beasts came up from the sea, diverse one from another. 4The first was like a lion, and had eagle's wings: I beheld till the wings thereof were plucked, and it was lifted up from the earth, and made stand upon the feet as a man, and a man's heart was given to it. 5And behold another beast, a second, like to a bear, and it raised up itself on one side, and it had three ribs in the mouth of it be​tween the teeth of it: and they said thus unto it, Arise, devour much flesh. 6After this I beheld, and lo another, like a leopard, which had upon the back of it four wings of a fowl; the beast had also four heads; and dominion was given to it. 7After this I saw in the night visions, and behold a fourth beast, dreadful and terrible, and strong exceed​ingly; and it had great iron teeth: it devoured and brake in pieces, and stamped the residue with the feet of it: and it was diverse from all the beasts that were before it; and it had ten horns. 8I considered the horns, and, behold, there came up among them another little horn, before whom there were three of the first horns plucked up by the roots: and, behold, in this horn were eyes like the eyes of man, and a mouth speaking great things. 9I beheld till the thrones were cast down, and the Ancient of days did sit, whose garment was white as snow, and the hair of his head like the pure wool: his throne was like the fiery flame, and his wheels as burning fire. 10A fiery stream is​sued and came forth from before him: thousand thousands ministered unto him, and ten thou​sand times ten thousand stood before him: the judg​ment was set, and the books were opened. 11I beheld then because of the voice of the great words which the horn spake: I beheld even till the beast was slain, and his body destroyed, and given to the burning flame. 12As concerning the rest of the beasts, they had their dominion taken away: yet their lives were prolonged for a season and time. 13I saw in the night visions, and, behold, one like the Son of man came with the clouds of heaven, and came to the Ancient of days, and they brought him near before him. 14And there was given him dominion, and glory, and a kingdom, that all people, nations, and languages, should serve him: his dominion is an everlasting dominion, which shall not pass away, and his king​dom that which shall not be destroyed.”


Daniel’s writing is classified in the wisdom writing of the Bible and this vision is one of the reasons. It is descriptive scene of destruction including driving winds, storms, a bear devouring flesh, and a leopard. That is how the destruction arrived. It is nothing but the mystique. But it doesn’t end like that — we must keep looking!


Daniel kept saying, “I saw (v2) . . . I beheld till (v3) . . . I be​held till (v5) . . . After this I beheld (v6) . . . After this I saw (v7) . . . I beheld till (v9).”Daniel kept looking until he saw earthly thrones cast down and another throne appear. Daniel kept looking until verse 11 when he wrote, “I beheld then.” He kept looking until he could write, “I beheld even till” (v11).


What Daniel saw was the glory of God and a kingdom of ever​lasting dominion that shall not pass away. A kingdom that shall never be destroyed. The Kingdom of God!


Today we come to pay our respects to all that is mortal of Donald Hall. He has been through sickness and there were many times we have asked ourselves “why?” We have had to keep looking. Beyond the devouring bear. Beyond the iron teeth of death. To where we finally reach God “then” and God’s “till” and we see God’s kingdom.


Our human mind finds it difficult to equate prolonged suffer​ing with a loving God but we just kept looking and now the only one who could validly ask the question “why” has had the question answered.


But, what about the cancer? We talk about what it can do to a body but just keep looking.


Cancer—damnable disease! The very word has a hiss in it. When the doc​tor uses it (or one of its nicer-sounding synonyms), it’s devastating. Our hearts are chilled, our heads swim, we think we might have misunderstood, but we know we didn’t. Words like “incurable” and “terminal” and “treatments” and “therapy” crowd out all other thoughts as we lay awake at night. For the first time in our earthly existence we feel mortal. Prayer is no longer a theological theory. Our life passes in review.


We fear a long and painful process after which we might re​cover . . . or we may not. Our body is carrying a disease . . . but we are determined not to let it conquer our mind. Our physical appearance may change and our health may go through some sever ups and downs, but our spirit can remain triumphant. We want that more than anything else this side of a miraculous healing.


So what can we do? We tell God we have an emergency—we have cancer and we need wisdom.


Each morning from then on we ask for, and accept, the gift of God’s wisdom and we count on His strength for that day.


Amazingly, we soon discover that our greatest enemy is not the disease but subtle, slippery feelings of despair, the thief of peace. And so we rely on God’s daily delivery service to get us through that one day. And then the next. And the next.


When Dan Richards lost his battle with cancer, the following piece was distributed at his memorial service:




Cancer is so limited . . . 




It cannot cripple love,




It cannot shatter hope,




It cannot corrode faith,




It cannot destroy peace,




It cannot kill friendship,




It cannot suppress memories,




It cannot silence courage,




It cannot invade the soul,




It cannot steal eternal life,




It cannot conquer the Spirit,




It cannot lessen the power of the resurrection.


Disease invaded Donald’s body but he refused to let it touch his spirit. Our greatest enemy is not disease but despair—and Donald never gave up in despair. He kept looking.


When we approach God and His book we must keep looking. The story begins in a beauti​ful garden. Then we’re introduced to man’s failures. Failure continues through the age of Noah. The children of Israel are selected, but failure continues. Don’t stop—just keep looking!


Jesus came. We read of his life. Then of His crucifixion. But, don’t stop—just keep looking!


There is Jesus’ resurrection. But still don’t stop. In fact, don’t stop until you get to the end of the Book.


Just as it began in a Garden, so it will end in a garden called paradise. A place of perfect joy. Just keep looking—there is no sickness, no sorrow, no pain, no tears, no doctor offices, no ambu​lances, no hospitals.


No one in heaven is crippled, no one is deformed, no danger exists, no accidents can hap​pen—it is perfect security.


There is no need for life insurance, social security—no under​takers, no funeral parlors, no cemeteries.


There is perfect success—no mistakes, no tragedies, no fail​ures, no bankruptcies.


We may not understand now because, as the Apostle Paul wrote, “we see through a glass darkly but then face to face.”


But, our heart whispers that it can’t end like this. That we must keep looking. That the Book is right!


How we find death is not nearly as important as how we found life! Jesus came and prom​ised to give us life and that more abun​dantly. Through Him then we can not only face death, but life.


We can agree with this observation of a bereaved husband: “When I think about what I have lost, my pain is unbearable. When I think about what I have had, my joy is unutterable.”


Prayer


IX.
Sample Memorial Service

Notes about this funeral:



1.
I thanked the church for flowers that were at the funeral, this is not usually said, because the memorial service was not for a church member but for the brother of a church member.



2.
I affirmed the right to mourn because the wife of the deceased did not plan a memorial service so other family members (his brother) asked for this service.

Lester Paul Anderson Memorial Service

January 1, 1993 — 1:00 PM

Christian Life Center — Parkersburg, West Virginia

Order of Service


12:50
Instrumental


 1:00
Song - “Across The Bridge”



Prayer



Obituary



Song - “What A Friend We Have In Jesus”



Sermon



Prayer



Instrumental

Obituary:


Lester Paul Anderson, 61, of Floral City, Florida,, passed away on Friday, December 25, 1992, at his residence following an extended illness.


He was born in Wirt County, West Virginia, the second child of Drexel Pearl Anderson, Sr. and Nellie Mae Willison Anderson. Paul was a U. S. Army veteran of the Korean War.


Surviving are his wife, Rozetta Starcher Anderson; three daughters, Vickie, Cindy and Leska; eight grandchildren; three brothers Drexel, Jr., Harold and Larry; and four sisters Helen, Louise, Martha and Faye.


He is also missed by a host of friends and other relatives.

Sermon:


[Thanks to Christian Life Center and Pastor Smith for facilities and flowers.]


We are not here to discuss the spiritual condition of, or the eternal destination of, Paul Anderson. No one knows the final decisions and choices Paul made in his last minutes of life. It does soberly remind us that we must also make an eternal choice.


Paul lived what many would call a normal life. He grew up the second of eight children. When he learned his country was going to war he joined the army. When He was told his younger brother also joined the army he requested a transfer to the amphibious assault divi​sions to be with him. After the war Paul married his sister-in-law’s sister and with time he be​came the father of three girls. He was a hard worker, even in spite of a bout with cancer, until a medical accident rendered him unable to work. Now, as with everyone, Paul is in the hands of a just and merciful God.


We are here to honor Paul Anderson’s memory, to join with others who knew him and loved him, to affirm it is alright to mourn his passing, and to publicly say good-bye to him.


The shortest scripture in the Bible is John 11:35, “Jesus wept.” It occurs at the graveside of Lazarus, Jesus’ friend. By His actions Jesus demonstrated His approval of sorrow in death. Nowhere does the Bible say it is wrong for people to weep when loved ones are taken from us.


Jesus was the friend of publicans and sinners (Matthew 11:19; Luke 15:1-2). When His enemies accused Him, His reply was a series of beautiful parables that reveal the value of the individual soul to God and the willingness of the Father to receive and forgive (Luke 15) —lost sheep, lost silver, lost son.


Just as it takes time for a broken bone to heal, so it takes time for a broken heart to heal. Jesus called God’s Spirit “the Comforter” (John 14:16, 26; 15:26; 16:7) because He strengthens us and enables us to handle the challenges of life. The word Jesus used simply means “one called alongside to help.” Perhaps it would be best translated “the Encour​ager.” After all, to encourage simply means to put courage into another, to give them heart. God can heal the broken hearted—if all the pieces are given to Him.


Paul’s death calls us to a sobering thought. He is the first of the eight to leave us, but we know each of us have an appointment with death. Are we willing to allow not only the com​forting power of God’s Spirit to strengthen our heart, but change our heart if needed? God loves each of us and wants to help us. Will you let Him?


Let us pray.


COMMUNION AND FOOT WASHING

Assignment: Write Communion Service. Cover all the service including the service schedule, sermon, directions to congregation and leading the con​gregation in the communion and foot washing sacraments.

I. Communion Service

A. Purpose

1. To obey the Lord’s command.
2. The cup and bread you hold represent more than food and drink. It repre​sents our salvation, both now and in the time of the end. It rep​resents what Jesus did, is doing, and what He shall do.
3. We partake in the interest of our own consecration to His high purpose in our life.

B. Frequency

1. Quarterly or annually
2. When needed
3. Announce in advance
4. Although many things can be done when serving Com​munion, the success and ease of administering a Communion service is due to careful and prayerful preparations made before the service. In a small church one person can prepare the elements easily. In a large church, this preparation may take the work of several people. Before the service have the trays pre​pared and placed on the communion table. A clean white cloth is al​ways ap​propriate to cover the table.
5. A minister needs to be prepared physically, mentally and spiritually. To contribute to the dignity, reverence and meaningfulness of this service, the pastor, as well as those who assist him in administering the or​di​nance, should be dressed in conservative and appropriate attire. All who take part in preparing the Communion, serving the emblems and in caring for the communion ware should be thoroughly instructed as to their responsibilities.

C. Order of the service

1. Preliminaries
· Those assisting in the service of the elements come to their places.
2. The Message
· An entire service may be built around the serving of Communion, or the Communion service may simply be in addition to the service that the Lord has directed the pastor to hold.
3. The Distribution 

· Prayer: “Father, accept our thanks for your gracious love to​ward us. We wish to show forth your death and its power in our lives. Accept now the dedi​cation of these elements to their purpose. For your life, death and living again. We thank you. In Jesus’ name.” 

· In unison and unity let us partake.
4. Pastor’s Comments and Instructions

· Read 1 Corinthians 11
· Explain the meaning of each of the elements, encourage people to look be​yond the symbols to the Savior.

· NOTE: The Hebrew and Greek words for wine could be translated as either wine or juice. We must look at the customs and thinking of the day to understand the strength of their wine.

There is much historical data to support what I am going to say. The most common method of wine storage was to boil it, causing evaporation. When the liquid was gone, the fermentation capacity was lost, and a storable type of paste was left. This thick syrup, similar to grape jelly, was then squeezed out onto bread or dissolved in water (with a ration of 3 to 20 parts water to one part paste) to become a drink. Their most common wine then was a concen​trated grape juice with its fermentation and intoxication property removed.

When wine was stored as a liquid, it would ferment. It was stored in large jugs for later use. When it was used the pure unmixed wine was drawn out into large bowls and mixed with water. They never served wine directly from the storage jug without it first being mixed with water. Again the ration ranged from 3-20:1. Drinking unmixed wine was looked upon by society as barbaric. Even an equal mixture of 1:1 was considered to be “strong drink” and was frowned upon.

So wine, as a beverage, was always thought of as a mixed drink of water and juice. The ratio of water might vary, but only barbarians drank it un​mixed. Therefore, unmixed wine was unacceptable to that culture.

Some could then argue that their wine did have alcohol, but how would the wine of that day compare to alcoholic drinks today? According to the Al​cohol Council Information Center beer has 4% alcohol, wine 9-11%, brandy 15-20%, liquor 40-50% (80-100 proof). If we take the lowest mixture that was acceptable (3:1) combined with 9-11% alcoholic wine we come up with a final alcoholic content of 2.25-2.75%. That is so low that by today’s stan​dards it is not even considered alcoholic that must be at least 3.2%. So, the wine that they consumed in those days was either completely non-alcoholic or was sub-alcoholic according to today’s standards.

5. Collection

· Please start your cups toward the center aisle.
· Make certain you have a pick-up and clean-up person. Immediate care of your communion ware will help prevent breakage and loss.

6. Service Conclusion

1. Invite each participant to a time of personal prayer.

7. The Severely Disabled and Home Bound


People with disabilities or who are home bound often miss this solemn and uplifting experience because they are not able to be present when the Lord’s Supper is celebrated. Many people with severe disabilities and who are home bound count the Lord’s Supper as an experience vital to their spiritual nurture and want very much to celebrate it. How should this be handled?

A pastor’s visit is best when administering communion, preferable on the same day the church observes the Lord’s Supper. The home bound person should be notified in advance of the visit and its purpose. A church elder or the pastor’s wife should go with the pastor and help.

The home atmosphere should be conducive to the event. If the home has a TV set it should be turned off, children should not be running and playing, and any other distractions should be eliminated. The pastor can decide the method depending upon the situation and tells the person what to expect.

After the Lord’s Supper there should be a quiet, respectful conclusion to the visit.

II. Foot Washing Service

A. Purpose

1. To demonstrate humility as in Christ’s example.

B. Frequency

1. Usually annually at a Watch Night service or New Year service.
2. May also be used in a reconciliation service.
3. Announce in advance

C. Preparations

1. Provide separate quarters for men and women.
2. Have towels and pans ready before the service
3. Warm the water

D. Service Order

1. Read Scripture — John 13:1-17
2. Give brief comments
3. Divide the men and the ladies. Usually the pastor directs the men and the pastor’s wife directs the ladies.

III. Sample Communion and Foot Washing Service
Drawing Near

Hebrews 10:19-22

Open service with chorus

Scripture opening

Prayer for the sick



I.
The Personal Invitation

The author of the Epistle to the Hebrews, whoever he might have been, was a man of pro​found theological insight and a warm pastoral heart. He presents basic doctrinal insights but ap​plies them in such a way that they become food for the soul and a guide for daily living.


As pilgrims and strangers on the earth, believers are making the greatest journey--the journey of life itself. In a world hos​tile to our beliefs and practices, we need one another. It is a blessing to have friends and family to walk with. We share our joys and bear one another’s burdens.


But more than all, we need an intimate relationship with God. Having faith in God, we must exercise that faith in all that we do. As believers we must live the Christian life, that which the world considers secular we must permeate with spirituality. To live in that fashion requires times of with​drawal from the world. To give ourselves to God we must con​stantly receive from God. Jesus reminded us of that when He said, “Without me ye can do nothing” (John 15:5). Indeed it is very necessary that we draw near to God.


This ardent devotion to God characterized the lives of scrip​tural giants:



•
Abraham constantly returned to the oaks of Mamre where he had built an altar to the Lord.



•
Moses enjoyed such intimate fellowship with God that his shining face reflected heav​enly joy and peace.



•
David expressed his heart’s deep longing in Psalm 27:4, “One thing have I desired of the LORD, that will I seek after; that I may dwell in the house of the LORD all the days of my life, to behold the beauty of the LORD, and to enquire in his temple.”



•
Hannah poured out her soul in pleading prayer and, when God heard, did not forget to bring Him thanksgiving and praise.



•
Paul prayed fervently for himself and the churches to “him that is able to do exceed​ing abundantly above all that we ask or think” (Ephesians 3:20).



•
And remember Jesus who “as his custom was, he went into the synagogue on the Sab​bath day” (Luke 4:16), and who frequently separated Himself from the multitudes for fellow​ship with God.


We also must respond to this personal invitation to “draw near” (v22). The Hebrew writer had previously invited us, “Let us therefore come boldly unto the throne of grace, that we may obtain mercy, and find grace to help in time of need” (4:16).


So tonight we come to the Lord’s Table with fellow believ​ers, and we are happy to be in communion with each other. We rejoice together in the fact that God is present in a very spe​cial way. That is His promise and that togetherness with one another and with God brings peace to our souls.

Congregational songs

Testimonies



II.
The Primary Instruction

When we draw near to God we must do it in His way, not our own. It is possible to observe the Lord’s Supper in purely a formal way, as a manner of custom, but that does not bring blessing. It brings only disappointment; we are as sheep unfed and our souls are not satisfied.


What then must characterize our presence and participation? Remembering that the Lord’s Supper is for believers, we must come as believers. That means we must come as sinners claim​ing no merit of our own but confessing Jesus as our only hope and plea. By faith we respond to the invitation extended and claim the promises given.


Understand the stipulation that we must draw near to God “with a true [sincere] heart” (v22). God is not deceived. He knows our thoughts and desires. If we are not sincere in our acknowl​edgment of our sin and in our profession of faith, we shall not receive a blessing. In fact, the Bi​ble emphatically declares that all who eat the bread and drink the fruit of the vine of the sacra​ment in a superficial manner “eateth and drin​keth damnation to himself” (I Corinthians 11:29). They in​crease their condemnation.


The Bible cites many instances of individuals who pre​tended piety and devotion, but their confession was without commitment. It is possible, we know, to be religious without being truly Christian. Paul expressed it to Timothy as, “having a form of godliness, but denying the power thereof” (II Timothy 3:5).


Surely it is necessary for us to be reminded of the instruc​tion that we come to the Lord with all sincerity. Too easily re​ligious exercise becomes routine. Our heart is not in it.


When we seek fellowship with God by reading His word, we must listen to His voice and con​centrate on His message. We must: read it through, study it well, pray it in, live it out and only then can we pass it on.


When we pray, which is fellowship supreme, we must: offer sincere confession, offer earnest petition and offer genuine thanksgiving.


When we come to the Lord’s Supper, we must: understand its meaning, express our need, seek and appropriate its blessing, sorrow because of our sin and rejoice in our salvation.


Then we can come as we should, “in full assurance of faith” (v22). Looking at ourselves, we would not dare to come for we are sinners. But believing the message of the gospel as ex​pressed in God’s word and confirmed by the Spirit, we know that we are saved and that we are children of God. By eating the bread and drinking the fruit of the vine we have assurance that our fears and doubts are conquered.

Special Song

Offering

Announcements

Chorus



III.
The Powerful Intercessor

This intercessor is ours because Jesus Christ is our great high priest. In the Old Testament the priesthood of Aaron was succeeded by the Levitical priesthood. These priests served a wonderful purpose but they were limited and temporary. They were prophetic of the perfect high priest, Je​sus, our Savior.


In the Old Testament the high priest entered the Holy of Holies once a year, on the Great Day of Atonement, to sprinkle blood on the mercy seat. That was symbolic. It has found ful​fillment in Jesus. He shed His blood as the perfect and com​plete sacrifice and has ascended to the Holy of Holies in heaven where His blood has been accepted as full atonement for our sins.


That is why the veil in the temple was torn from top to bottom at the time of Jesus’ death. He has opened the “new and living way” (v20) for us. Through Jesus’ sacrifice we have access and as​surance of divine grace. We are confident that our sins are forgiven and that God welcomes us as His own dear children.


What is more, even now our High Priest is active on our be​half. He will finish the work which He began.


Let us draw near to God in Jesus’ name and we shall be blessed. 

Footwashing

John 13:3-17


At the institution of the Lord’s Supper we read from the other gospels of an under-current of contention among the disciples. There was a scramble for the places of honor and silent argu​ments as to who would be the greatest in the coming kingdom. In this midst of this striving for position the Lord demonstrated to them the attitude and nature of true greatness in His kingdom.


The disciples wore sandals and as they walked their feet would become dusty. According to custom, the host would provide someone, usually a slave, to rinse the feet of his guests upon ar​rival. It was considered the most menial of tasks. Jesus had no slave and so concerned were the disciples with personal greatness that it was certainly beneath their “position” to supply this ser​vice. Noting that it had not been done, Jesus proceeded to do it for them.


Rising from His seat and laying aside His outer garment, He took a linen-cloth and with it girded Himself. Then filling a hand basin with water, He began to wash the disciple’s feet and to dry them with the towel about His waist.


Jesus then instructed them concerning His actions. There are three “If” statements recorded in this passage of John as spoken by the Lord. Each is a lesson to us:



1.
The If of Holiness. “If I wash thee not, thou hast no part with me” (v8). It is only by submission to His cleansing that we are made truly clean. We cannot limit the areas of our lives that we allow the Lord to search. Neither can we cleanse ourselves. We must be washed by the Master.



2.
The If of Humility. “If I then, your Lord and Master, have washed your feet; ye also ought to wash one another’s feet” (v14). Christian service to the Lord is displayed by our service to one another. We should be willing to wash the feet of every saint gathered here tonight—from the oldest to the youngest and the most mature to the newest born. But, we are not just washing feet, we are offering ourselves to them in service and placing their needs above our own.



3.
The If of Happiness. “If ye know these things, happy are ye if ye do them” (v17). The path through sanctification and submission leads to true happiness. We will never be satisfied in life while we try to please only ourselves. We must discover what pleases God and give our​selves to it. We must discover what helps others and become involved in it. Joy has been acrousti​cally defined as Jesus first, others second and yourself last. That is the outline of Jesus’ words in John 13:3-17.


As the men and the women separate to observe the practice of foot washing, I exhort you to participate in sobriety and prayer. As you wash one another’s feet, and your feet are washed, pray for one another that the Lord will demonstrate His love, His humility, His service and His joy through each of us. When you have finished washing your partner’s feet, conclude with a prayer of strength and encouragement for one another.

Communion

I Corinthians 11:23-28


We are instructed not to partake of communion unworthily. Therefore, some refuse to partic​ipate saying that they are not good enough. We want to respect the conclusion of a sensitive con​science; however, we must realize that no one deserves what God has done for him or her.


No one is perfect! It is only by God’s grace that we are forgiven and justified. And because of this, the Lord invites us to His table. A place where we can thank God for His guidance and provision in making possible whatever good there is in us.


If we have sinned, we can ask God’s forgiveness as we determine to live more nearly the life revealed in Christ. If we are perplexed, we can seek God’s guidance for the days ahead. If we are in sorrow, we can accept God’s peace and comfort as we find strength in learning to lean on the great Comforter. Whatever our needs we may come trusting in God’s full love.


Only if you are insincere, have no appreciation of the cost of God’s love, no reverence for the meaning of these symbols and no intention of pleasing God do you partake unworthily.


[Allow a time for silent prayer and searching.]


Come forward for communion, not because you must, but because Jesus invites you.


Come, to testify not that you are righteous, but that you sincerely love the Lord and desire to be His true disciple.


Come, not because you are strong, but because you are weak.


Come, not because you have any claim on heaven’s rewards, but because you stand in con​stant need of heaven’s mercy and help.


Come, not express an opinion, but to seek and pray for the presence of His Spirit in your life.


Come because it is a memorial to Him as often as it is done in remembrance to Him.


Come in thanksgiving for so great a salvation.


Come to experience fellowship with Him, to be drawn closer to Him and to all who partake in this communion.


Come to leave with new strength, courage, poise and power to live for Him who died for you.


Let us assemble at the altar to receive holy communion. [Servers take this place.]


[As they receive the bread read I Corinthians 11:23-24.]


[As they receive the fruit of the vine read I Corinthians 11:25.]


Let this bread and this cup, which we now hold in our hands, be to us the witness and the signs of the grace of God, the love of God and the communion of God. Before Him now, let us conse​crate our lives again to obedience and service; and pray for His strength to do His will.


[Read Matthew 26:26 and take the bread in unison.]


[Read Matthew 26:27-28 and take the cup in unison.]


[Invite the participants to kneel at the altar and conclude with a period of personal prayer.]


MINISTERING TO THE SICK
Assignment1 : Visit hospital patient and write report of your visit

Assignment 2: Write a report on the book Faith in the Furnace by J.R. En​sey. Minimum words 2,500; maximum words 3,000. Remember to follow writing guidelines on page 1.

I. The Doctrine of Healing

A. Teach healing in the proper perspective (James 5:14-15).
B. Understanding is not always easy.
C. Since some people you pray for will not be healed, you need to learn ten​derness, compassion, etc. so as to minister to them.
D. Release from guilt, not always the result of personal sin.

II. Prayer During Service

A. You may want to set aside a time when the saints feel free to ask for prayer. If you regularly invite those who need prayer to come forward during a regular time in the service people will learn to wait until that time and those who need prayer but are shy about coming to the front of the church will be more inclined to come. However, by announcing a regular time you will also have some who habitually come every service—whether they need prayer or not.
B. The size of the church will dictate the pattern you adopt.
C. You can pray for them individually or as a group.

III. Home Calls
A. Set your policies. Do not visit a lady alone without your wife.
B. Be brief, unless there is a special need.
C. Be spiritual: Avoid extremes of laughter or mournful expression.
D. Read scripture (James 5:14-15; Mark 11:22; Luke 4:18)
E. Pray for them and depart.

IV. 
Hospital Calls

A. Similar to the above with additional guidelines.
B. Visit as soon as possible once you hear of the hospitalization.
C. Give your name and profession to the hospital personnel and cooperate with their program.
D. If more than one person is in the room, greet others, but concentrate on your member.
E. Let your prayer be in an even-modulated tone. Strong feel​ings such as fears, disgust, squeamishness, pity, elation, or an almost uncon​trollable desire to “do something,” will be detected by the patient. Consider others around the patient.
F. Ask them what they want you to pray about. There may be something else in their life bothering them. They will often want you to pray for God’s will to be done, not a miracle. Be personal—use their name.
G. Lend dignity to your office and position by your dress and manner. The extremely ill and dying people are hypersensitive to odors. Even mismatched clothes, or too bright of clothing, can affect the sick. Be careful of your own reaction to sounds, smells, and sights. As the clergyman, be care​ful about bringing into the room such odors as tobacco, liquor, hair tonic, face lotions, cleaning fluid, moth balls, gasoline, and even potent mouth washes. Naturally carry with you mouth freshener and do not have body odor.
H. Respect visiting hours when possible. Do not call on a pa​tient at the same time the doctors are there.
I. Do not startle the patient. Usually coming from across the hallway instead of around the doorjamb and suddenly into the room is better. Be careful not to bump the patient that may be in pain.

IV. Observations

Visit the evening before a surgery, then after the surgery. If you visit im​mediately before surgery you may interfere with the preparation. If it is an out-patient surgery, be there when the patient is to be there so you can be with them while they wait. Come sit during the latter part of surgery. Be there when babies are born.

1. Purpose: Comfort and lift up the hearts. Do not give them cards that make jokes or would offend them.

2. Gifts
1. Think before sending cut flowers. Be careful what kind of flowers you bring into a room, some people are allergic to flowers. If you send flow​ers they should be the potted kind or silk flowers.
2. Be careful of food gifts.
3. Give a gift certificate for housecleaning upon release.

3. Show no shock

1. Do not let the patient’s appearance startle you.They may look very different from their usual appearance. Show no shock at what you see (pumps, hoses, etc.). Don’t assume the patient knows all about their condition. The family may have chosen not to tell them all.

2. What about patients who talk about death?
Often when a sick person is anxious about death and dying, he usually is not permitted the opportunity to talk about his feelings. The hospital person​nel are working hard to get him well and therefore discourage all talk about death. The family will not listen to such talk because it makes them feel un​comfort​able. This discomfort may come either because of love for the sick person, whose loss would be a genuine wrench, or because of hostility toward the sick one and the resulting guilt feelings. If the patient really wants to talk about death in general and his own in par​ticular, the minister is the most logi​cal person to whom he should talk. The pastor who gives good care to the sick members of his flock neither prematurely rushes the sick person to the mouth of an unwanted grave, nor does he join the conspiracy of pretense that seems to hold that death will be avoided if it is never mentioned. It can be extremely wholesome for the patient to be permitted to discuss not only the possibilities of his own death, but even the details of his funeral in case his death should occur during his illness. If the pastor is permissive and accept​ing but strong and firm in his faith, he can be a source of immeasurable comfort in the sick parishioner’s hour of trial.

4. Considerations
1. Do not wake people up.
2. Do not out-diagnose the doctor. Do not remind them how doctors are quacks and are only out for the money.
3. Do not substitute for the nurses.
4. Not all sick are lonely:
It is true that some people when sick are lonely some of the time. But not all the people all the time. Because of modern hospital care, the hospitalized rarely has a solitary hour when he can be alone. Clergy, misled by this mis​conception, sometimes call on the sick and at​tempt by talking to banish the patient’s presumed loneliness. If they are indeed lonely, much talk can some​times drive them into deeper loneliness. Permit them to come to you on a bridge of words of their own construction.

5. Not all sick are bored:

If they do not want to read the pile of books you bring they should not feel pressured. People often want to keep the hospitalized entertained. One pastor who came with puppets was not appreciated by most hospitalized. Chil​dren with broken bones, etc.; loved it. They are bored. When a person is actu​ally bored, discover the person’s areas of interest. These areas are usually certain to be:

1. The immediate predicament and what led up to it.
2. The individual’s interpersonal relationships, that is, relatives, friends, acquaintances.
3. His means of livelihood or the way he ordi​narily uses his waking hours.
As sick people get interested in talking about these areas of interest, bore​dom is truly resolved.

6. Not all sick are in constant pain:

Often the clergyman is filled with admiration for the patient who quietly lies in his bed and seems uncomplainingly to bear great suffering, which the cler​gyman supposes to be present. Impressed by what he believes to be mar​tyr-like courage, he may attempt to distract the sick by rapidly discussing a lot of things. If a person is in severe pain, limit your visit to a few minutes; pray and leave.

7. Not all sick need cheering up:

Pastors always seem to come armed to cheer up the sad soul. Thus they may swing from his floor-show routine of jokes to soul-stirring pity.  Feelings of grief and the process of sorrowing are frequently a part of the experiences of hospitalized persons. There are valid reasons for feeling a loss of most of his liberties. He may lose some of his usefulness to society and mean​ing to himself. He is even confronted with the possibility that he may lose life itself. He has adequate and real reason to sorrow for his losses and to prepare for other deprivations by anticipatory grief work.

The understanding pastoral caller will let the sick person tell about the amusing incidents, the ridiculous thoughts, and not-so-ridiculous fears that plague him. When the person in the bed laughs at himself, the state of his soul can be considered secure, and the visiting clergyman may laugh with him but never at him.

8. Not all hospitalized people are starved:

Some clergy serve as an errand boy, arriving at the hospital door with a basket of assorted fruit or boxes of candy, small cases of assorted cookies, cartons of chewing gum, and quart jars of nuts. People will often try to get the pastor to be a smuggler of food to their relative.

5. Observe Hospital Rules

1. Wear surgical gowns when necessary.
2. Do not give the patient water if the door sign says NPO (Latin for “Nothing by Mouth”).
3. Always knock on the door before you enter a room, even then look to see of it is best to enter at this time. Knocking is a way of letting the patient know that you respect their privacy and a person’s rights. It also gives the patient a moment to cover up or adjust the bed clothes before you enter. Check first with nurses. If the call lights are burning, or if the door is tightly closed, the minister should persuade a hospital worker to run inter​fer​ence for him.
4. Tell the patient who you are even if you know the patient well. The reason is that being hospitalized in an unfamiliar environ​ment can produce some disorientation. Also, the patient may be receiving medication that affects cognitive function for a short time, producing a reac​tion similar to coming out from under the effects of anesthesia. In addition, some illnesses like a stroke can impair memory or the processing of informa​tion. Furthermore, if you haven’t seen the person for some time, he or she may not recognize you. Introducing yourself also indicates that you are inter​ested in taking the first step to establish a personal relationship with the patient during the time you will be visiting. Also remember to introduce yourself to relatives and other visitors who are present.
5. Do not sit on the bed. Walk over to the bed but don’t sit on it. In some cases that may cause physical pain or be interpreted as a violation of personal space.
6. Do not stand against a lighted background. Do not stand where the patient has to strain to see either from the wrong position or the glare of sun, etc. Usually it is not best to sit down because it strains the pa​tient to look at you. Once the visitation has begun it is best to remain station​ary. Do not rest​lessly shift from foot to foot, or pace the floor, or other action that makes the patient nervous. Keep the right distance. Do not be across the room nor in the patient’s face. About three to six feet is best.
7. Avoid things to scare or further worry the patient. Avoid asking, “How do you feel?” Substitute, “How are things going?” Avoid, “What’s the prob​lem?” Do not remind them that your uncle died of the same thing they have.
8. Be a good listener. Do not make yourself thor​oughly at home in the hospital room. Some feel free to toss their hat in the chair, help themselves to food, take a flower from the arrangement, and use the private bathroom of the pa​tient. Concentrate on the patient. You do not have to top every story of the patient’s. They usually desire to talk about their own prob​lems and are not very interested in yours.
9. Keep the visit brief. Watch for signs of fatigue or boredom. Leave when either are evident. The visit should be between ten and twenty minutes. Leave room at mealtime.
10. A merry heart does good like a medicine. Be opti​mistic and cheerful.
11. Read the Scriptures. You can use the Scriptures as a book of comfort for those experiencing or anticipating loss or grief. It is also a great source of courage and strength in a time of crises—a reminder that God is able. Keep your reading short unless you are requested otherwise. Be aware of the patient’s response while you are reading.
12. Leave your card. Just as there are times when certain patients will not recognize you, there will also be times when certain patients will not remember you were there. So, take something from the church with you. When the visit has ended leave a church bulletin, devotional or audio-tape of the worship service. You may also wish to leave your church business card. Whatever you leave, write your name on it along with the date and time of your visit. Doing so is an important part your ministry to the patient’s family.

                  BABY DEDICATIONS

Assignment: Plan a family oriented service with sermon and baby dedica​tion ceremony.

Rule #1: Do not drop the baby!


The wise pastor recognizes that the spiritual health of his congrega​tion is closely related to the spiritual life of each family. He takes advan​tage of the many excellent opportunities to focus the congregation’s at​tention on God’s high standards for marriage and the home—such as Valentine’s Day, Mother’s Day and Father’s Day. Certainly, the pastor need not wait for a holiday to respond to the direction of the Spirit in speaking to the needs he senses among the flock on this vital matter. Through premarital counseling, marriage seminars, practical and sound Biblical preaching and the good ex​ample of the parsonage family, the pastor can create an appreciation for the Christian home that will be a beautiful testimony in the community.


The dedication service should always be preceded by a conference with the parents to insure that they clearly understand the purpose of the service. It is important that there be no misconceptions; there is no mys​tical spiritual ex​perience or blessing for the infant in this service. It should be clearly pointed out that infant dedication is in no way linked with the rite of bap​tism, as prac​ticed in some churches. It is important for parents to realize the dedication service is designed to make them aware of their great responsi​bility in the up​bringing and spiritual training of their child, and that in the dedication service they are publicly accept​ing that responsibility.
I. Pre-Service Arrangements

A. Sunday morning is usually the best time.
B. Have all participants (parents, grandparents, ministers) prompted.
C. Have some background music.
D. The service is of great significance to the parents, and the minister is re​sponsible for making it as beautiful as possible. It should be designed to re​main in the memory of the parents as a future reminder of a past commitment.
E. To help contribute to the beauty of the service and to assist the pastor in having the full name of the parents and the child (know the child’s name), it is recommended the certificate of dedication be prepared before the service. On the envelope should be typed, for example: David Mark Doe, son of John and Judy Doe. As the pastor extends congratulations and expresses some warm words of encouragement after the dedication, he should present the cer​tificate to the parents.

II. Order of the Service

A. Give sermon first, ceremony follows.
B. Participants
Have participants come forward into the altar area. The parents should be in the center, grandparents on either side.
The pastor sets the tone for the family involved, the congregation and the in​fant. Consciously bring a smiling face, a gentle voice and a firm but tender embrace.

C. Scripture and Comments
1. Ask the parents in the pre-service conference if they would like to select an appropriate Scripture pas​sage to be read. Some common Scripture readings:

· Psalm 127:3
· Proverbs 22:6
· Deuteronomy 6:6-7
· Matthew 19:13-15; 10:13-16.

2. Some common Scriptural examples:
· Moses and Jocabed
· Hannah and Samuel
· Mary and Jesus.

3. Some comments to make:
· The family unit is the oldest form of human government.
· From acorns come the mighty oaks.
· The blessedness of children.
· Children are a gift of God.

D. Act of Dedication

1. Take the baby as being symbolically taken in God’s hands.
2. When you return the baby comment: “As I place him back into your hands let it symbolize the ac​tual act of God giving a life into your hands to be molded and developed for the glory of God.”
3. Often a special song is included, maybe sung by the mother or a family member.

E. Prayer

1. Have the parents stand (or kneel). Unite your hearts with me as we dedicate him to God.
2. Content of the prayer:

· Thankfulness for their personal dedication.
· Join in gratitude for this child.
· Before Thee we solemnly promise to live and serve.
· Grant wisdom, patience, courage.
· Except the Lord build the house they labor in vain that build.
· Watch over us.

· Prayer for parents and grandparents.
· If the father is willing, have him conclude the prayer as the spiritual leader of the family.

F. Presentation of the baby



Hand the baby back to the parents and close the ceremony.

G. Follow-Up

Send a personal note or letter to the baby after the ceremony. Though ini​tially read by the parents, these letters go into baby books and become spiri​tual reminders in later years.

III. Sample Dedication Ceremonies

Sample A — Luke 2:22-28


The miracle of birth. We gaze upon this baby with wonder and awe. God is the author of life, and it is He who has given you the greatest treasure that any man or woman can possess. We come to the Lord today to thank God for the little child He has entrusted into our care. And, to commit ourselves to raise this baby in obedience to the Lord.

TO THE PARENTS: Mary and Joseph felt highly honored and favored of God when the baby Jesus came into their home. It was a sober, sacred privilege that they shared with God. As parents they would have to provide the right kind of family life, education, coun​sel, and spiritual climate to pre​pare Jesus for His God-given work.


The Scriptures command that parents should bring up their children in the “nurture and ad​monition of the Lord.” As a church we commend you for committing yourself to this wor​thy purpose.


The privilege of parenthood is God-given and you will be responsible to God for the way you raise your child. Therefore, it is fitting that you have come to present Randall for the blessing of God and to dedicate yourself as a parent before God.


May God grant you the wisdom and patience, the love and strength to accomplish this re​sponsibility to Randall.


TO THE FAMILY: To the members of the family that are also standing here, it is con​ceiv​able that in spite of the best intentions and efforts of these parents that they may need your help and guidance in their responsibility. And, if there is misfortune to one or both of them, Randall may need your guardianship. By your presence here at this dedication you indicate your will​ingness to ac​cept responsibility; and if the need arises, to help train this child in the nurture and admoni​tion of the Lord.


We often read in the Scriptures of the aid given within the family group or friendship cir​cles. May God also grant to you the wisdom to help and to help in the right manner. May your life serve as an example to Randall in your communication, conduct and character.


TO THE CHURCH: God has allowed Randall to become a part of this congregation. We are entrusted with the responsibility to be faithful to him as teachers, to be an interces​sor for him in prayer, and to live a life that will serve as an example to him as true Christian conduct.


May God give each of us wisdom to fulfill our responsibility.


THE DEDICATION: When Jesus was here in person among men on earth, as a babe He was presented in the temple. The prophet Simon took the baby Jesus in his arms and prayed thank​fully to God. When Jesus was grown to manhood, there are two things He did with chil​dren. He took them in His arms and blessed them. Then He taught the older folk saying, “Unless you turn and be​come like children, you will never enter the kingdom of heaven. Whoever humbles himself like this child, he is the greatest in the kingdom of heaven. Whoever receives one such child in my name, receives me.” Randall is here as a challenge to us to restore to us the in​nocence, trust, and faith of childhood.


Jesus is not here today in the flesh, so He cannot take this baby in His arms, nor bless it by His voice. However, we, the church, are Christ’s body on the earth today. Let us pray to​gether for God’s blessing on both the babe and the parents.


THE PRAYER: Dear God, we thank you for the gift of this young life you placed in the hands of these parents. We stand here today acknowledging our need of You to fulfill to Randall our respon​sibility to bring him up under your truth.


Bless this child with a strong body, sound mind, and sensitive spirit. Grant to these par​ents the patience, good judgment, character, and discipline needed in guiding this life as You would have. May the example and prayers of the family and Christian friends ever be an en​couragement and support to both parents and child.


We now dedicate this baby to You. He is yours to use in the future as You see fit.


In Jesus name. Amen.

Sample B


While the parents are bringing the child forward, an appropriate hymn may be sung. The minister, meeting the parents and child in front of the pulpit, may read one or more of the fol​low​ing selections: (1 Samuel 1:20, 24-28; 3:19; Luke 2:21-22, 25, 28-29, 30-33, 40; Genesis 18:19; Deuteronomy 6:6-7).


THE ADDRESS: My friends, this is a happy and significant occasion that brings us together. Like Mary and Hannah of old, you have brought your child to the temple today to present him/her to the Lord. You have heard the invitation of the Master: “Suffer the little children to come unto me and forbid them not, for of such is the Kingdom of Heaven.”


It is fitting that you should bring your child while the spell of his/her advent is still upon you. The mystery and wonder of this new life have brought you to stand reverently and thoughtfully before the Father of all life and have given you a new and compelling message of the dignity of life and the obligations of parenthood.


The purpose of this service is to help you, as parents, to appreciate your obligation to train your child in the nurture and admonition of the Lord, that when he/she shall come to the age of responsibility he/she will most naturally turn from the wrong to the right, and ac​cept Jesus Christ as his/her Savior and Master.


God has a purpose for this child’s life. To find that purpose and to live it out will mean suc​cess; to refuse or ignore it will mean failure no matter how much worldly acclaim may come. It is your privilege and duty to guide your child in such a way as to make the will of God the greatest ambition of his/her life.


To this task you are called to consecrate yourselves today; to this end you dedicate your child to God. In accordance with the purpose for which you have come, will you respond to the follow​ing covenant?


THE COVENANT:


Minister:
Do you now present your child to God, in solemn dedication?



Parents:
We do!



Minister:
Do you consecrate yourselves as parents to bring up your child in the nur​ture and admonition of the Lord?



Parents:
We do!



Minister:
Do you promise to instruct him/her in the teachings of Jesus Christ, and in the practice of prayer, and to guide him/her in the development of a Christlike character?



Parents:
We do!



Minister:
Do you purpose to try to the best of your ability to so shape the home life of your child, both by family devotions, and by your words and your exam​ple, that he/she will at the proper age, most naturally give his/her life to Jesus Christ in total commitment, and into the fellowship of the church?



Parents:
We do!


CHARGE TO THE PARENTS: Inasmuch as you have promised before God and these people to dedicate your child to God, and yourselves to the task of rearing him/her for God, I charge you to address your​selves faithfully to this sacred obligation, with wisdom, patience, and devotion; and to this end may the blessing of God rest upon you.


MINISTER TAKES THE CHILD IN HIS ARMS: “In the name of the Lord Jesus Christ, I dedi​cate this child, ___(Name)___, to God and to His holy service.” 


Prayer!

IV. Ministering to Children

How could you, as a pastor, make the children feel welcome to your church? How could you show children you care? How do you react when a three year old responds to God? What do you do when he wants to be baptized? How do you respond to a child being childish after he has re​ceived the Holy Ghost? What purpose could you use to call a child into your office? What does it mean to “train up a child” in the way he should go? How is that different from raising him in the way he should go and be trained?



Children are the only material out of which God makes his preachers, missionaries, church members, and kingdom workers. A wise pastor takes time for their care and upbringing.



Psalm 127:3-5, “Lo, children are an heritage of the LORD: and the fruit of the womb is his reward. As arrows are in the hand of a mighty man; so are chil​dren of the youth. Happy is the man that hath his quiver full of them: they shall not be ashamed, but they shall speak with the enemies in the gate.”



Malachi 2:15, “And did not he make one? Yet had he the residue of the spirit. And wherefore one? That he might seek a godly seed. Therefore take heed to your spirit, and let none deal treacherously against the wife of his youth.”



Matthew 18:2-6, 10-11, 14, “And, behold, there came a leper and wor​shipped him, saying, Lord, if thou wilt, thou canst make me clean. And Jesus put forth his hand, and touched him, saying, I will; be thou clean. And imme​diately his leprosy was cleansed. And Jesus saith unto him, See thou tell no man; but go thy way, shew thyself to the priest, and offer the gift that Moses commanded, for a testi​mony unto them. And when Jesus was entered into Capernaum, there came unto him a centurion, beseeching him, And saying, Lord, my servant lieth at home sick of the palsy, grievously tormented. . . . When Jesus heard it, he marvelled, and said to them that followed, Verily I say unto you, I have not found so great faith, no, not in Israel. And I say unto you, That many shall come from the east and west, and shall sit down with Abraham, and Isaac, and Jacob, in the kingdom of heaven. . . . And when Jesus was come into Peter’s house, he saw his wife’s mother laid, and sick of a fever.”

V. The Pastor Who Notices Children

A. Speak to the children by name, if possible. Make them feel welcome to come to speak to you. One pastor gives every child candy after service—giving him time with the children and those who want to complain usually won’t wait.
B. When a family moves to town, call the child by phone. Dr. A.W. Criswell did that with one boy. He told him about the church with its camp, and retreats, recreational areas, ev​erything that the church had for a young boy like him. The boy announced to his family he was going to the First Baptist Church because Dr. Criswell was a per​sonal friend of his. Having the boy he had them all.
C. When the pastor visits in a home for any reason, let him be sure to draw the chil​dren into the circle of discussion. Pray for the child as you pray for the rest of the family.


Fear of children may lead some to be professionally pontifical or sentimentally pa​tronizing, and feel no little relief when they are off our hands. No one is quicker in sensing the lack of genuineness and sincerity than is a little child. He seems equipped with radar that detects unreality of which an adult is unaware. A condescending, talking-down attitude is quickly identified as the for​eign language of an enemy.
D. The pastor ought to be a part of as many church activities as possible, especially those planned for the children. An institution is the length and shadow of a man. If a pastor’s shadow is healing and refreshing, it will be discovered readily by children. Here are some ideas:

· Visit the children’s classes and departments.

· Speak to all the groups at some time during the year.
· Be a part of their fun situations.
· 
Have your picture made with them.
· Emphasize activities planned for children.
· The church property in its general appearance and in its facilities for worship, in​struc​tion, and fellowship can express the degree of a pastor’s concern for children.
· Being the first to sign your name on a child’s cast has changed re​bellion to patience and transformed a hospital ward into a happy place. 

E. Give illustrations from your own childhood from time to time.

F. When you dedicate a child, give the child a little white Bible (autographed), or an​other small remembrance can then be presented to the parents.

VI. A Child’s Response to God

A pastor’s care of the child begins when he counsels with a young couple before marriage. Few couples approach their wedding without discussing the matter of having children.

A. Have some kind of session with the children where you explain fully the plan of sal​va​tion with them. Call them into the office for just that purpose. They need to know that being called into the pastor’s office is not just something bad. It should be exciting.
· What it means to be saved.
· Why we are baptized.
· The importance of the Lord’s Supper.
· How to be a good church member.
· Teach them how to pray properly.

B. No child should be baptized who does not know what he is doing. The best rule of thumb is to baptize a child under seven only if they have received the Holy Ghost. Never in​terdict the response with such answers as, “You are too young,” or “You do not understand,” or “Wait awhile,” or “Some later time.”
C. Remember they are children and will not always act like adults even after they have given their lives to God.
D. The child’s visit to the study of the Pastor is hopefully a great event in the life of the child.
E. The pastor should also be careful who has charge of and who is influencing the chil​dren, including teachers, janitors, and staff. They can help or hinder his ministry to each child committed to his care.
F. Remember how the Jews and Catholics raise their children. They prove the scripture true (Proverbs 22:6) that if a child is trained in the way he should go (or some other way) it is extremely difficult to change them.

VII. Ceremony Quotations and Illustrations

· “Childhood shows the man, as morning shows the day.” (Milton)
· “Children have more need of models than of critics.” (Joubert)
· “Most creature’s children are raised in a short time, but the human child takes years because of all that must go into his personality and temperament.”
· “The only way on God’s earth you will ever solve the problem of reaching the masses, is by getting hold of the children. You get boys and girls started right and the devil will hang crepe on his door.” (Billy Sunday)
· “A baby sitter is not experienced until she knows which kid to sit with and which kid to sit on.”
· “A small boy is a pain in the neck when he is around, and a pain in the heart when he is not.”
· “A teacher’s (pastor’s) constant task is to take a roomful of live wires and see to it that they are well grounded.”
· “Teaching children to count is not as important as teaching them what counts.”
· “The man who remembers what he learned at his mother’s knee was probably bent over at the time.”
· “An arrow warped in the making will never shoot straight (Proverbs 22:6, ‘Train up a child in the way he should go: and when he is old, he will not depart from it’).”
· “Children will usually obey if you will explain patiently what you want them to do, and stand over them while they do it.”
· “If you bungle raising your children, whatever else you do well does not matter much.”
· God’s judgment is upon men who fail to be spiritual leaders. Why do children rebel against their parents?






CAUSE: A father does not fulfill his promises to this child.






EFFECT: The child’s spirit is wounded.






CAUSE: The father will never admit that he is wrong.






EFFECT: The child loses confidence in his leadership.






CAUSE: The father refuses to ask forgiveness.






EFFECT: The child reacts to his father’s pride.






CAUSE: The father does not have right priorities.






EFFECT: The child feels his father is too busy for him.






CAUSE: The father is too strict in discipline.






EFFECT: The child’s spirit is broken.






CAUSE: The father gives too much freedom to the child.






EFFECT: The child learns to see freedom as a form of rejection.






CAUSE: The father neglects his parents.






EFFECT: The child does not honor the counsel of the grandparents.






CAUSE: The father puts his parents in a nursing home.






EFFECT: The child is taught to reject the old.






CAUSE: The father does not love his wife.






EFFECT: The child takes up offenses for his mother.






CAUSE: The father neglects Bible reading.






EFFECT: The child rejects the authority of God and the Bible.






CAUSE: The father sacrifices his family for a better retirement.






EFFECT: The child develops a temporal value system.






CAUSE: The father disciplines in anger.






EFFECT: The child has seeds of bitterness.






CAUSE: The father delegates his child’s education to others.






EFFECT: The child ceases to respect his father as a teacher.






CAUSE: The father does not teach his child how to respect him.






EFFECT: The child feels frustrated and rejected.






CAUSE: The father focuses on outward beauty of others.






EFFECT: The child feels inferior and rejects themselves.






CAUSE: The father is impatient with the child.






EFFECT: The child seeks approval from his friends.






CAUSE: The father has inconsistent standards.






EFFECT: The child despises his father.






CAUSE: The father warns the child only of the consequences of sin.






EFFECT: The child is challenged to successfully avoid consequences.






CAUSE: The father lets his wife assume the spiritual leadership.






EFFECT: The child regards religion as childish when he is older.






CAUSE: The father has no personal convictions.






EFFECT: The child accepts situation ethics.

· CHILDREN LEARN WHAT THEY LIVE

Dorothy Nolte

If a child lives with criticism, he learns to condemn.

If a child lives with hostility, he learns to fight.

If a child lives with ridicule, he learns to be shy.

If a child lives with shame, he learns to feel guilty.

If a child lives with tolerance, he learns to be patient.

If a child lives with encouragement, he learns to be confident.

If a child lives with praise, he learns to appreciate.

If a child lives with fairness, he learns justice.

If a child lives with security, he learns to have faith.

If a child lives with approval, he learns to like himself.

If a child lives with acceptance and friendship, he finds love in the world.

· When Junior was fourteen his father got a ticket for speeding. He said, “Jake down at the City Hall will fix it.”

When he was fifteen his mother backed into a tree. It cost $500 to repair. She said, “We will say someone rammed us in a parking lot and collect insurance.” 


At sixteen he heard his Grandfather tell of the good old days when he made $100,000 black-marketing cars.


Uncle John takes no checks because he says, “Why let those punks at IRS have my money?”


At eighteen the family got him into a coveted ivy league college. He lied about the fam​ily fi​nance to get a scholarship.


He had a rough time scholastically, so he bought the answers to a calculus examination. He was caught.


His hysterical mother broke into tears over the disgrace. “How could you have done this to us? This is not the way we raised you!”
                 WATER BAPTISM

Assignment: By baptizing a class member you are to demonstrate how to baptize and that you can recite the baptism formula.

Make the baptismal service an impressive one. “We do not throw our be​loved dead into the grave. Baptism is a death, burial and resurrection,” A.W. Criswell.

Baptismal services should be as frequently as possible. Do not wait until several are ready to baptized. Experience has proven the more frequently such services are held, the more likely others are to obey this Scriptural command.

I. Counseling The Candidate

A. When should a convert be baptized? Some general guidelines:
1. Baptism is for believers.

2. You can get in too big a hurry and you can wait too long.
3. Do not baptize a person who intends to continue in sin or a person who does not understand the meaning and importance of baptism.
4. Do not baptize a person who wants to keep it a secret that he was baptized.

B. When should a child be baptized? Until they are about seven years old you should not baptize them unless they have received the Holy Ghost [Matthew 19:13-14].

C. When should a person be rebaptized? Some general guidelines:

1. If they are not sure whether or not it was in Jesus name.
2. If they knew nothing about why they were being baptized the first time.
3. Do not rebaptize simply because:
· The minister who baptized them backslid
A. The first baptism was not in running water
· They have sinned since being baptized

· They did not understand completely the importance of bap​tism the first time
· Because their hand did not go under the water

II. The Act of Baptizing

A. Preparations

1. The Water
· Be sure the water is clean.
· Keep the tank full.
· Have a good heater (be careful not to have one that could malfunction and cause electrical shock).

2. The Garments

· Be sure there are robes that do not show the skin when wet. Sew sinkers in the hem to keep them from floating up. If you do not have robes and they wear their own clothes it is usually best to pull the curtains.
· Keep all kinds and sizes of baptismal clothes for people to be baptized in. Be sure there are plenty of undergarments, especially for women.

3. The Dressing area and equipment
· Keep plenty of towels on hand.
· Keep a hair dryer, a comb/brush and other items they will need for hair care on hand. Some use plastic caps for the ladies to keep them from getting their hair wet.

· Build a restroom close to the dressing room for the baptistry. It is also good to have stalls for dressing when there are several to be baptized. It is best to have the dressing rooms on either side of the baptistry with a door leading from each into the water. The rooms should be attractive, well-lighted and clean.

B. In the Water

1. Read Romans 6:3-5

· Explain to the candidate how to hold their hands, to help you lift them back up, have them wet their face, and that you will pray when they come up out of the water. Warn them not to try to anticipate you or fight you, you will let them know what to and when.

2. Help them into the water
· If you are baptizing in a pond or creek, use a stick to check the place for holes, check for snakes, etc.
· Watch for the ladies clothing floating on the water.
· Put them at ease—give them last minute instructions.
· Hold them in such a way that the whole body is immersed.
· They could be seated or face forward.
· A lot of water gives you leverage and buoyancy to handle the candidates more easily.
· Do not baptize them too fast so as to splash water. It is best to let them down slowly and pause about one half of a second just before their face goes under to prepare them for holding their breath.
· Weld a bar or put a block in the bottom of the tank so they can brace their feet.

3. Baptize upstream!

· Have them hold one leg behind them.

· Water should be at least waist deep.
· Stand so that you can take one step backward when they go down so that you have leverage to pick them up.
· Do not pull them up, but push them with your right arm, with your leg helping in the process.

4. The Prayer

· It should be calm and faith building: “We thank you, Lord, for this dedi​cated soul.... grant full awareness of the significance of this act...ignite faith that will burn like a fire.”

5. The Formula

· “{Name}, upon the profession of your faith in the Lord Jesus Christ, and in obedience to the Word of God, I now baptize you in the name of Jesus Christ for the remission of your sins and you shall receive [or, for you have re​ceived] the gift of the Holy Ghost.”

· Variations: 
· “Upon the profession of your faith, and in obedience to your Savior...”
· “Because you have repented and believed the Gospel, I now...”
· “I baptize you in the name of the Lord Jesus Christ”

C. Out of the Water

1. Praise God! Lead them to praise God. Give faith building assurance.
2. Have assistance ready, somebody to help the candidate out of the water.
3. While the congregation waits, sing songs of faith and victory. When the person baptized is dressed have them testify. Have the congregation greet the baptized person after the baptism.





D.
The Severely Disabled

1. Persons in wheelchairs hesitate to be baptized because of fear and because they do not wish to be a problem. Many people in wheelchairs have been baptized because the pastor and the church have demonstrated excitement. Church leaders can be involved in the process of lowering the person into the water and assisting in the completion of the ordinance.
2. How about baptizing in a lake, stream, or river? In this way the wheelchair can simply be rolled into and out of the water, again with the assistance of church leaders. When at the proper depth the wheelchair can be rotated back​ward on its wheels to complete the baptism process. Baptizing people in wheelchairs is an impressive, and moving experience.

III. Follow-Up

A. Prepare and present a certificate to commemorate their decision.
B. Counsel them that Satan will now attack their faith and try to cause them to doubt their repentance by pointing out every mistake they make. Rather than allow that to depress them they should use it as an oppor​tunity to further repent and spend time with God.

IV. The Baptistery


It can be an enormous headache if it leaks!

A. Types:

1. Steel
2. Block
3. Fiberglass
4. Seat type

B. Two areas not to skimp on when building:
1. Have a good baptistery.
2. Have a good sound system

PUBLIC PRAYERS

Assignment: Write a public prayer for a high school graduation ceremony.

During your ministry you will have the opportunity to pray as a represen​tative for the community. I have been privileged to pray for an annual piano recital, the community call to the Christmas season, the high school gradua​tion, the opening of the state legislature and several other occasions. Listed below are my perspectives of how to handle these invitations so that you best represent God and your church.
I. The Invitation
When you are contacted and agree to participate write down the following information:

· The date

· The place

· The starting time
· The theme, if they have one
· The time allotted you and where the prayer occurs in the program
· The contact person if you have any further questions

II. The Preparation



Confirm by mail that you will be there.


Pray that God will use you during the activity.
I prefer my prayer to be natural so rather than write it out I make notes of the things I want to say and review them several times before the occasion.

III. The Occasion
Arrive at least 15 minutes early so that you have time to relax, review your notes for the last time and gather your thoughts.

Upon your arrival contact the program leader and let him or her know that you are present.

Confirm the time you are allotted, the theme of the meeting, if there is one, and your seating arrangements.

Use the extra time to mingle with the other participants and the audience. Simply introduce yourself, you do not need to mention your part in the pro​gram it will either be printed in the program or you will be introduced later.

IV. Afterward
Do not leave in a hurry. Plan your time so you can linger, greet people and be available for conversation.

Write a note expressing you thanks for the invitation and your well wishes for the group.

MAKING INTRODUCTIONS


An introduction should be a prologue, not a catalog that lists education and professional accomplishments. You don’t build up a minister by boring his congregation!


You want to whet the congregation’s interest, not weigh them down with vital statistics. The secret of a strong introduction is to interest the congrega​tion. The listener’s want more than facts; they want the flesh-and-blood per​sonality. A good communicator paints the portrait of the man.
I. A Formula for Introductions

A. Perhaps you have observed that a well-organized and well-delivered in​troduction is not only a credit to the introducer, but, what is more important, assists the speaker in getting off to a flying start. How do you organize your ideas in making a speech of introduction? One effective, simply method is to use the T-I-S formula, as follows:
1. T stands for Topic. Speak first of the topic, giving the exact title of the talk, if one exists.

2. I stands for Importance. Then tell the audience why this topic should be important to them.

3. S stands for Speaker. Finally, give the audience your speaker’s qualifications. Look over the minister’s achievements and select those that would most help the congregation understand who is the minister. As the final two or three words of your introduc​tion, give the speaker’s name. Be sure to say it clearly and distinctly.


This method will not only enable you to acquire the ability to give an or​ganized introduction, but also guide you in what necessary facts to give your introducer so he can introduce you properly to an audience.

B. How do you deliver your introduction? Here are five suggestions:

1. Be brief. It is not necessary to speak more than sixty seconds—preferably less.

2. Speak informally—just as you would across the dinner table.

3. Be enthusiastic about your assignment. Be animated. Be alive. Make your intro​duction sparkle. You owe it to the person you are introducing and to your audience to put a great deal of zip into your talk. Act as though it were a real privilege to introduce this speaker—feel happy about it—talk with real excitement.

4. Above all, be warmly sincere. It is discourteous to be otherwise.

5. Never memorize a talk of introduction. You want to appear spontaneous.

C. Tips for effective introductions:

1. The podium is to hold your notes, not to lean on.

2. Speak to the congregation, not the speaker.

3. Be careful in using questions, asking a question gives someone an opportunity to interrupt with an answer.

4. The speaker’s name should be stated at the end of the introduc​tion. When you deliver the name use the approach of pause and punch!

5. When you give the speaker’s name continue to look at the con​gregation, do not turn to look at the speaker.

6. If applause is appropriate, you lead the applause.

D. Suppose you are scheduled to introduce Kenneth Haney, the Gen​eral Superintendent of the United Pentecostal Church International, at a Gen​eral Conference. You might introduce him in this manner:




T (Topic)
We have gathered tonight to hear what the Lord as placed upon the heart of our General Superinten​dent. He informs me that he is preach​ing from Romans 10:17 on the topic of “Hearing the Word of God.” This is important because...




I (Importance)
Faith comes by hearing the Word of God. When we preach healing; when we preach repentance; when we preach baptism; when we preach the in​filling of the Holy Ghost with the evi​dence of speaking in tongues it will only happen because the listeners believe.




S (Speaker)
Our minister has faithfully preached the Bible for over 50 years, he pastored for over 30 years in In​dianapolis, Indiana, and he is currently the General Superintendent of the United Pentecostal Church. Friends and fellow ministers (pause) Brother Kenneth Haney.


Assignment: To introduce a class member for a sermon or Bible study they could share. Time will be provided to learn about the speaker, topic selected and the qualifications of the speaker to talk on that topic. One min​ute will be given to make the introduction.

II. Some Variations for Introductions




Here are some basic variations on the T-I-S formula:

A. Introduce the Speaker

1. To fashion this introduction, find a story about the minister. Let the con​gregation see him so they can identify with him at home.
2. Choose a personal experience you have had with the minister to share with the congregation. One who’s a leader knows personally whom he is to intro​duce, or, if not personally, then something personal about him. From that ex​perience pick out an anecdote that shows the character of the man: his con​cern for others, his control in a crisis, his sense of vision.
3. It is all right to mention the milestones in the minister’s life, but don’t forget the man who made them! That’s like painting a portrait with only a background, not a body. A good introduction is a mini-portrait.
B. Introduce the Scripture

Since you know the minister will be using the Bible, introduce the sermon by relating some interesting facts about the Bible. The purpose with this in​troduction is to remind your congregation and convince your visitors that the Bible is God’s words to people and we are obligated to know and obey it.
C. Introduce the Significance
If the congregation knows the minister, then introduce him by way of re​minding them how the Word of God can have an impact on a life. The pur​pose is to recall that the Word, when applied, will change a life.
D. Introduce with a Story

I used this introduction of telling an anecdote to challenge the congrega​tion to listen at the sermon and apply it to them self personally. It is an oppor​tunity to remind them that what we easily take for the ordinary is always ex​traordinary when God is in it.




An effective introduction need not be long.

III. Giving Recognition / Making Presentations

How can you recognize someone so that it sizzles? The typical person just wings it by looking at the honoree’s biography or reading off a plaque. Here is a simply approach to make the person shine. It doesn’t have to be lengthy or clever, but remember, in the kingdom of the blind the one-eyed man is king.



Follow these three m’s: memory, message, and mission.
A. Memory

Fix your memory on just one happening in the honoree’s life that tells the kind of gentleman or lady he or she is. It could be a story familiar to many. Better yet, it is something only you know about: the advice he gave you in your first days in the church, his kindness to you and your family when your wife was sick, even a funny gift he surprised you with on your birthday.


Flesh out the story. Re-create your conversation. Paint a picture of where it took place.
B. Message
Then mine the message in that memory. Does the story reveal his innate decency, his thoughtfulness to others, his sense of humor—particularly about himself?
C. Mission

And finally the mission. In the light of his or her example what should the rest of us be doing? How can we better serve our churches, our communities, and our fellow men! In other words, what is our mission?





His ideals are our lesson. His example is inspiration for our aspiration.


Think of the Gettysburg Address. The timelessness of Lincoln’s two-min​ute talk is proof that the simple three M’s formula of memory, message, and mission works.

APPENDIX A

CHURCH STANDARDS FOR WEDDING CEREMONIES


Proper planning and preparation make for a successful marriage ceremony. Since we want yours to be successful and beautiful, we have found it necessary to make the following sugges​tions and observations concerning your coming marriage.


1. The following people should be at the rehearsal: Bride, groom, all ushers and attendants, the bride’s mother, organist, and soloist. If one or more of these cannot be in atten​dance, the follow​ing are absolutely necessary: Bride, groom, best man, maid of honor, at least one male at​tendant and lady attendant, and at least two ushers. These would be the bare minimum. In other words, we could not have a successful re​hearsal without these present.


2. Bride and groom are responsible for securing their own organist and soloist. The Pastor will be happy to make suggestions and recommendations concerning satisfactory ones, but the re​sponsi​bility of contact will rest with the bride and groom.


3.
There are no set fees for wedding ceremonies or for the use of the fellowship hall or auditorium when the people marrying are members of this assembly. It has become a tradition, however, for even church members to make a donation for the custodian because of the extra hours they work. Often payment is given to the organist and soloist as well. None of these is compulsory, however.


4.
For people who are not members of our church, there is a fee for the use of our build​ings. There is a $_________ fee for the use of the auditorium, and a $__________ fee for the use of the fellowship hall, making a total of $___________ if both the wedding and the reception are conducted here.


5.
Very soon after the setting of the date, the bride and groom should contact the custodi​ans concerning preparations for the wedding and reception. The purpose of this is to discuss the lighting, the arrangement of equipment, etc., in the auditorium and fellowship hall. The custodian is 

{Name}
, ___{Phone Number}
.


6.
You may decorate the church with items cleared by the pastor, but no staples are al​lowed on church furniture. Only no-drip candles can be used and a square of clear plasti-glass must be placed under the candelabra to protect the floor.


7.
I do not allow any pictures to be taken during the times of prayer in the ceremony in reverence for the act of praying.


8.
No smoking is permitted on the church property during the rehearsal, the wedding, the reception, or any other time. We appreciate your compliance with this rule.


9.
No one will be allowed to participate in any rehearsal or wedding who is under the in​fluence of intoxicating beverages. 


10. 
No wedding will be conducted in our auditorium when intoxicating beverages are served at the reception, even if the reception is held away from the church property.


We want yours to be the sweetest and most impressive wedding possible. The above sugges​tions and rules have been made to make yours exactly that. May God bless you in these days of preparation for one of the most important steps in your lives.

APPENDIX B
PASTOR’S FUNERAL INFORMATION RECORD
GENERAL INFORMATION:
Full name:  


Date of Death: 



Date of Funeral:  





Service Location and Time:  








Internment Location and Time:  







Cause of Death:  








Deceased’s Address:  








Name of Person Coordinating Services and Internment:  








Telephone:  




PERSONAL:

Father’s Full Name:  








Mother’s Full Name:  








Age:  

  Birth Date:  

  Place:  




Marital Status:  


  Years:  

  Anniversary:  



Education:
High School:  



College:  



Other:  


Employment:  

Years:  





Years:  




 
Years:  





Years:  


Places Lived:  

Years:  





Years:  





Years:  





Years:  


Church Membership:  

Years:  





Years:  





Years:  





Years:  


Date Baptized:  

Age:  

Location:  


Date Received Holy Ghost:  

Age:  

Location:  


Military Service:  


SERVICE:
Requested Songs:  


Requested Readings:  


Survivors:

                 Name

               Relationship

                Home City


POSSIBLE AREAS TO INCORPORATE:
Position Held:  


Memorable Qualities:  


Involvements:  


Reputation:  


Hobbies:  



Quotes from Friends:  


Real Life Stories:  


APPENDIX C
WEDDING PLANNING FORM

Name of Bride 





 
Phone 




Name of Groom 





 
Phone 




Bride’s Address 











Groom’s Address 











Names to be used in the ceremony 









Date of Wedding 


 Time 


 Place 




Date of Rehearsal 


 Time 


 Place 



(Be on time!; insist on all wedding party attending; minister to conduct; plan for at least 1 hour;

bring your marriage license; the rehearsal and rehearsal dinner sets the tone for the wedding.)

Florist 

Photographer 



Video 


Will pictures be taken before or after the ceremony? 






Minister(s) 











Singers 











Organist 




Pianist 





Attire: Formal 

 Semi-Formal 


 Informal 



Ushers 











Bride’s Parents to be seated
Yes  

No  

Number 


Groom’s Parents to be seated
Yes  

No  

Number 


Bride’s Grandparents seated
Yes  

No  

Number 


Groom’s Grandparents seated
Yes  

No  

Number 

Best Man 




 Maid of Honor 




Groomsmen 











Bridesmaids 











Candle Lighters 




Ushers 





Flower Girl 




Ring Bearer 




Junior Bride and Groom 











Guest Book 




Gifts 





When pull the runner 



Kneel for prayer 


Communion 


Floor Level 




Platform 





Father gives bride away 




Unity Candle 




Write own vows 



Minister selects vows 




Repeat Vows Yes  

No 

Terms to Repeat: “I do” or “I will”


Rings exchanged: Double 


Single




None 


Kiss the bride 



Announce reception 




Reception Time 



Place 







How would you like your ceremony to glorify Jesus Christ?  




What mood do you want to prevail at your wedding? 





How does the music and those participating relate to this mood? 



What impression do you want to leave with the congregation? 




What memories do you want to cherish about your ceremony? 



How can the minister help you create this mood and convey this impression? 

Additional Information
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