 SEQ CHAPTER \h \r 1TRANSITION CHECKLIST  ‘09
      Smooth transitions in pastoral leadership are vital for the health of the congregation and for a proficient beginning for the new pastoral leadership. Providing the following information will assist in a smooth transition and is an act of collegiality. As an act of our covenant together, the exiting clergy and the S/PPRC are asked to complete this transition checklist for the newly appointed clergy. You may enlist the help of other church leadership. 

     Items to leave: 
____ Copy of mission/vision statement 

____ Most recent church conference booklet/paperwork 

____ Church directory 

____ Church e-mail list 

____ Church policies for weddings, funerals, building use, personnel, etc. 

____ Current and last two year’s budgets 

____ Latest month’s financial statement 

____ Church newsletters 

____ Bulletin for each worship service 

____ Bulletin for most recent Easter, Christmas Eve and any other special services 

____ Church keys 

____ Church profile 

If there is a parsonage: 

____ Manuals for all appliances 

____ Names and phone numbers for plumbers, electricians, snow removal, lawn care, trash removal  

____ Names and phone numbers for lay speakers, retired pastors or other pastors/lay persons who have been available for vacation pulpit supply.
Please answer the following as applicable:

1. Organization 
• Are any staff positions currently vacant? 

• Are any staff changes expected? 

• What yearly events happen in this congregation, and where can information about them be found? 

• Describe any committees/ministry teams that function differently than standard expectations. 

• Is there a ministerial association? Contact information 

• What agencies or individuals are used for emergency food, clothing, shelter, assistance, etc.? 

2. Financial 
• Is there a Stewardship Committee separate from the Finance Committee? 

• Is there a year-round stewardship program? 

• What is the number of pledging households? 

• What is the number of non-pledging households?

                  • What is the average pledging household contribution amount, and what                       amount do the top 10% of the households give? 


      • How many households give less than $50 per year to the church? 


    • Does the church have a Permanent Endowment Committee and/or Fund? 


      • What age group is the primary financial influence in the congregation? 


      • Where does the church have charge accounts? 

3. Technology 
• Is the church computerized? Networked? Internet accessed? 

• What forms of computer technology are used in worship? 

• Does the church rely on e-mail communication with the congregation? 

• Does the church have a web page and if so, how is it maintained and developed and by whom? 

• What are website and e-mail addresses and passwords? 

• Does the church have its bookkeeping, membership and contribution system computerized? If so, who knows the software? 

4. Communications 
• How does the church communicate with its members? 

• How does the church communicate with those it is seeking to attract (advertising)? 

5. Worship 
• Who is involved in planning worship (laity and staff)? 

• What are the times of all worship services? 

• Are any new services being planned? 

• What is the primary role of the clergy and the laity in each service? 

• What is the average worship attendance, is it increasing or decreasing, and why? 

• What is the role of children and youth in worship? 

• Is there children’s worship in a separate area of the church building? 

• What style(s) of worship are currently being offered? 

• Where can special decorations (Christmas, Easter, etc.) be found? 

• How is the bulletin prepared and who is involved? 

• Is there a preferred style for communion? 

• Are there ecumenical community worship events? When? 

6. Pastoral Care 
• What families/individuals are currently experiencing loss, illness, special needs? 

• If there are inactive families that might benefit from a contact from the church, who are they? 

• Who are the shut-ins/homebound, and how are they contacted? 

7. Building 
• How are building items (i.e. sound systems, musical instrument tuning, ordering supplies, safe deposit box, etc.) handled? 

• What community groups use the building? 

