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This manual describes the call process used in the Eastern North Dakota Synod. The synod 
staff desire to be in partnership with you and helpful to you during this transition. The 
following process affords the congregation and the synod office the opportunity to work 
together in a manner that is efficient and positive. 
 
The time of calling a rostered minister is a special time for reflection and prayer in the life of 
a congregation.  The congregation council should intentionally provide leadership to the 
congregation during this interim time, encouraging strong bonds of unity and trust in God, 
and exercising sensitive care for all the people of the congregation.  This is an important time 
of transition: a time of self-discovery, decision making, and looking ahead to the future. 
 
When a rostered minister resigns or retires, the primary concern for many congregations is to 
find a new rostered minister quickly.  No one can guarantee how long the call process will 
take.  Most congregations greatly underestimate the time needed for completion of the call 
process.  Congregations are encouraged not to hurry the process of calling a new rostered 
minister.  The interim period between the leaving of one and the arrival of another gives the 
congregation a valuable time for reassessing its mission and possibly reordering its ministry 
for the future.  This can be a great opportunity for renewing the vision of your congregation. 
 
Saying Goodbye Well 
 
All kinds of emotions surface when it is learned that a rostered minister has resigned or is 
preparing to retire. One layer of work in a time of transition is emotional. People experience 
shock as the news breaks. After the initial announcement, people often find themselves 
preferring to deny the coming change. When the reality of the losses and change begin to sink 
in, people often experience feelings of panic and abandonment. Feelings of anger and 
resentment also often surface as a rostered minister’s ministry comes to an end. Sometimes 
people experience guilt because they wonder if somehow, they caused the rostered minister to 
seek a new call. Others will bargain with the rostered minister or even God, trying to work a 
deal that would return the relationship to what it once was. Eventually people begin to accept 
and work through their feelings about their rostered minister’s departure. All these feelings 
are complicated by the fact that people grieve and mourn in different ways and at different 
paces. 
 
Saying goodbye well is a lot of work for both the rostered minister and congregation. There 
are records to be brought up to date (see Resource 1A for “Certification of Completion of All 
Financial Obligations”). There are important visits to be made to close relationships with 
leaders, special friends, and shut-ins. Preparations begin between synod staff and the 
congregation’s council to identify ministry needs for the interim. Preparations are also often 
made for a goodbye celebration, roast, or party (see Resource 1C for “Litany for 
Thanksgiving at the Conclusion of a Call”). Time grows short. Everyone tries to grab one last 
quality time. Pastors and leaders work to stabilize and hand off ministries. The trouble with 
ministry is that it is never finished. 
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A transition also marks the beginning of a new stage in the faith adventure. Both the 
congregation and rostered minister leave the comfort of what they have known and journey 
out into the wilderness of change. Beneath the emotional, organizational, and relational work, 
a transition is a time of prayer, lament, spiritual growth, fear, and hope. Through all the 
seasons, God journeys beside us. Especially in the difficult times, we give thanks that we have 
a Lord who knows suffering and has the power to resurrect us from all our graves. 
 
Part of saying goodbye well is establishing healthy boundaries. The rostered minister who 
leaves is to do no pastoral ministry in their former parish or community (see Resources 1D 
and 1E for “Ministerial Ethics” for both rostered ministers and congregations). 
 
Amid all the change, it is important as a congregational leader to keep your mission in focus. 
You are a community of people who share one thing in common; you follow Jesus Christ our 
Lord. Some ministries will be pruned by leaders’ decisions or a lack of energy. Invite new 
people to step forward to oversee the congregation’s ongoing ministries. Connect with your 
synod staff. Begin the process of identifying pastoral leadership for during the transition. 
Increase the level of communication with the congregation. Trust God more strongly still and 
step forward in faith. 
 
The Exit Interview 
 
Prior to the rostered minister’s departure, an opportunity is set aside for an exit interview (see 
Resource 1B for “Exit Interview Overview – Church Council Info”). The synod staff makes 
arrangements with the rostered minister to schedule a time for this visit. In the event the 
rostered minister’s departure has occurred without an exit interview, it may be important for 
the council portion of the exit interview to still take place. 
 
If there has been unresolved conflict associated with the departure of the rostered minister, it 
is important to reconcile those feelings prior to the arrival of the new rostered minister.  The 
structure of these sessions should be open and positive; avoid any effort at “bashing” the 
departing rostered minister. The focus should be on finding resolution, self-examination, 
learning from mistakes, and preparing for the leadership of a new rostered minister. 
 
Resources:  All resources will be provided by the synod office and are available under 
Resources: Call Process at www.eandsynod.org. 
+ 1A – Certification of Completion of All Financial Obligations 
+ 1B – Exit Interview Overview – Church Council Info 
+ 1C – Litany for Thanksgiving at the Conclusion of a Call 
+ 1D – Ministerial Ethics to Rostered Ministers 
+ 1E – Ministerial Ethics to Congregations 
+ 1F – Sample Call Process Timetable 
 

http://www.eandsynod.org./


 
 

Certification of Completion of All Financial Obligations 

Per Eastern North Dakota Synod Constitution: 
 

The Rostered Minister shall make satisfactory settlement of all financial obligations to a 
former congregation before: 

a. Installation in another call, or 
b. Approval of a request for change in roster status 

(S14.22 and S14.45) 
 
Upon the completion of all financial obligations, the rostered minister and treasurer of the 
congregation shall complete the form below and forward it to the synod office. 

 
* * * * * 

 
All financial obligations, salary, pension, health, death benefits, and allowances, together with 
 
continuing education funds, have been met and paid to 
 
 up to the effective date of termination of services. 

(Rostered Minister – Pastor or Deacon) 
 

Also, satisfactory settlement of all financial obligations has been made 

by   to Church. 
      (Rostered Minster – Pastor or Deacon) 
 
 
 
 
 
Treasurer Date 

 
 
Rostered Minister (Pastor or Deacon) Date 

 

Mail to: 
Eastern North Dakota Synod – ELCA 
PO Box 2019 
Fargo, ND 58107-2019 

 
Resource 1A 



 
 

Resource 1B 

Exit Interview Process 
 

5:30pm – Exit Interview over dinner with Rostered Minister (spouse can be invited) 
7:00pm – Affirmations / Encouragements with Council and Rostered Minister (invited: 
Conference Dean, other rostered ministers at congregation, and any additional leaders that the 
rostered minister would like to include) 
8:00pm – Litany in Sanctuary – Concluding a Call 
8:30pm – Brief Meeting with Council (30 minutes or less) 
 
 
Exit Interview Questions – Separate Document 
 
Affirmations / Encouragements 

• Introductions 
• Opening Prayer (Conference Dean can be asked to lead this, if in attendance) 
• Affirmations – What affirmations do you want to share of your time together? 

o Ask Council Members to share first and allow plenty of time / space 
o Ask Rostered Minister to share 

• Encouragements – What words of encouragement do you want to share with each other 
as you end your time together? 

o Ask Council Members to share first (encouragements as rostered minister moves 
into a new call, ministry, or retirement) 

o Ask Rostered Minister to share (encouragements as the congregation continues its 
ministry, moves into a time of interim/transition, and eventually a new called 
minister) 

• Closing Prayer (Conference Deacon can be asked to lead this, if in attendance) 
 



 

Ministerial Ethics: Rostered Ministers 

When a minister accepts a call to a congregation, a sacred covenant is established between that 
minister and the people of God in that place. In order for the ministry to be strong and effective, it is 
important for that relationship to be strengthened and nurtured until God calls that minister to another 
sector of ministry. When a minister resigns a call, that covenant ends. 

How does a minister relate appropriately to members of congregations where one has previously 
served? The following guidelines help ensure good choices are made which do not negatively impact 
the ministry of the people of God. Violation of the guidelines below makes a rostered minister 
subject to discipline. 

 
1. It is the responsibility of a former minister to decline invitations to conduct ministerial acts 

in any congregation where they have formerly served. It is important the former minister 
does not pass the burden of such decisions back to the minister who currently holds that call. 
As professional people, ministers commit themselves to act responsibly in these matters. For 
the sake of the congregation and the ongoing ministry of the congregation, “Do to others as 
you would have them do to you.” When ministers do this, relating to members of previous 
congregations can be used by God to build up the body of Christ. 
 

2. It is the responsibility of a former minister to be supportive of their successor, even when 
it is difficult to do. The responsibility for the success of the current minister is also the 
former minister’s responsibility. If it is not possible for the former minister to be 
supportive of the new minister’s ministry, it is extremely important they cut off contact 
with members of that congregation in order not to become a hindrance to its ministry. It 
is especially important to apply these guidelines to digital and social media posts, 
communication, and activity. 

 
3. While the above statements are addressed to ministers, spouses of ministers must consider 

the same factors, and respect the recommendations made above. Spouses share a ministerial 
identity and, as a result, can violate boundaries as significantly by proxy as a minister can. 

 
4. It is normally the former minister’s responsibility to change their congregation membership 

and to worship at a new congregation when possible. 
 
Rostered Ministers and congregational leaders should also be aware of the following provisions of the 
Synod Constitution: 

 
Ministers of Word and Sacrament shall respect the integrity of the ministry of the 
congregations which they do not serve and shall not exercise ministerial functions therein 
unless invited to do so by the pastor, or if there is no duly called pastor, then by the interim 
pastor in consultation with the Congregation Council. (S14.19) 
 

Likewise, 
 

Ministers of Word and Service shall respect the integrity of the ministry of congregations 
which they do not serve and shall not exercise ministerial functions therein unless invited to do 
so by the Congregation Council. (S14.44) 

 
Resource 1D 



Resource 1E 

 

 

Ministerial Ethics to Congregations 
 
Congregations and rostered ministers need to understand the professional ethics of ministry relating 
to former rostered ministers, interim ministers, and current rostered ministers. A rostered minister 
who resigns or retires from a congregational ministry setting no longer serves as minister to members 
of this congregation. Former pastors should not agree to pastoral responsibilities that rightfully belong 
to the current pastor of the congregation. 

The PURPOSE of this paper is to clearly state the proper boundaries for 
former rostered ministers, interim ministers, current rostered ministers, 
and members of congregations relative to ongoing pastoral responsibilities 
and duties. 

 
Former Rostered Minsters 
If a former pastor is asked to officiate at a special service by members, they should respond 
immediately by saying: “Thank you very much for asking me, but it is simply NOT appropriate for 
me to do that since I am no longer your pastor.” The former pastor then encourages them to call their 
present pastor. 
It is very natural that members turn again to a former pastor who perhaps baptized their other children 
or performed other weddings and funerals for family members while serving as the family’s pastor. 
Again, with great sensitivity and love, the former pastor should graciously decline and direct the family 
to their current pastor. As with other family friends, the former pastor might attend the service as a 
guest. 
Former pastors should avoid the comment to members, “You’ll need to speak first to your present 
pastor about me doing this.” Such a comment places the current pastor in the very awkward situation 
of having to relinquish the pastoral role to the former pastor or saying no to the members’ request and 
thus appearing insensitive, uncaring, or insecure. 

 
Interim Ministers 
The interim minister is the current pastor of the congregation until that time comes when the new 
pastor assumes the role of pastor and shepherd of the congregation. The interim pastor will not be 
available for call consideration by the congregation to which he/she has been assigned as interim 
pastor. Whether part-time or full-time, the interim pastor should be contacted for all pastoral acts 
during the transition time. The former pastor should not be contacted by members to return to perform 
a pastoral responsibility during the transition. 

 
Current Rostered Ministers 
Current pastors should speak as positively as possible of the ministry of former pastors even though 
their style and vision might be very different. The current rostered minister should never feel pressured 
to relinquish their pastoral role to a former pastor. When a current pastor feels it is appropriate and 
healthy to invite a former pastor to return to participate in worship in a supportive role, they can 
certainly extend such an invitation. 
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Members and Friends of the Congregation 
Members should avoid placing both the current and former pastors in awkward positions by seeking 
the pastoral services of a former pastor. Members should simply not ask for such favors from former 
pastors. By showing high regard to the current pastor, members affirm the significance of the pastoral 
office which was once held by the former pastor. Call committee members should note the 
unavailability of the interim pastor for call consideration. 

 
If the congregation, council, or current rostered minister experiences difficulties with proper boundaries being 

maintained, the bishop should be contacted. 
Please copy this paper and distribute as appropriate. 



Call Process Timetable 
  
You are invited to use this timetable or design one of your own, enlarge it to the size that works 
for you and post it in a prominent place where members of your congregation can see it. This will 
help everyone in the congregation know how things are progressing.  

Post prominently on bulletin board and color in your progress.    Resource 1F 
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Roles of Leadership 
 
As the transition time begins in the life of the congregation following the resignation of a 
rostered minister, there is an immediate need for an ordered process to keep a sense of 
stability in the congregation’s life and to help people stay focused on the mission they share 
as God’s people in this place. 
 
Prayer is an important activity for the entire congregation throughout this process. Members 
are encouraged to commit themselves to pray for one another and for the work of the Holy 
Spirit among them as they seek to discern God’s will for their congregation. Special prayer at 
worship and during other meetings of the congregation is encouraged. 
 
Transition Team 
 
The Transition Team is appointed by the congregation council following the resignation of 
the rostered minister. They should meet with the exiting rostered minister as soon as possible 
in order to ascertain the ongoing and special pastoral ministries which merit attention. They 
should be commissioned at a worship service as soon as possible after their appointment. 
 
Purpose: Oversee and guide the ministry of the congregation during the time between 
pastoral leadership. (This is different than the Call Committee) 
 
Tasks: 
• Reassure members that pastoral ministry tasks will be fulfilled 
• Provide leaders to assure continuation of worship services and assist worship leaders 

(supply and interim pastors, assisting ministers, musicians, etc.) 
• Give support and guidance to staff persons who normally function under pastoral 

supervision (continuation of staff meetings to help clarify needs, directions, expectations) 
• Assure continuation of pastoral ministries (hospital and other visits, emergency pastoral 

response, funerals, weddings, confirmation, baptisms) 
• Support congregational leaders in the service of their various responsibilities 
• Assure confidentiality in regard to sensitive issues which arise during the transition 
• Be a resource to the next called pastor and assist her/him in the continuation of immediate 

and special pastoral ministry needs. 
 
Who Should Serve: 
• Not more than seven persons who represent the composition of the congregation 
• Persons held in high regard and trust by the members of the congregation 
• Persons with some history of experience and participation in the life of the congregation. 
 
Length of Term: The team should function from the time of their appointment until the 
arrival of the newly called rostered minister.  The transition team should meet with the new 
rostered minister in order to share information relative to events and activities which have 
transpired during the transition period. 
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3 Models for Interim Leadership by Pastors 
 
Model One – Transitional Ministers (replace, substitute, or fill-in) 
Sunday supply: These pastors preside at worship, preach and teach on Sunday morning, and 
may provide a minimum of pastoral care for the seriously ill or those in crisis.  (Click on 
Pulpit Supply List at www.eandsynod.org) 
Part-time:  These pastors provide pastoral services on a part-time basis, which might include 
Sunday worship, teaching, visitation, and minimal administrative duties. They work from a 
carefully designed contract which outlines the scope of their work and range of authority. 
Transitional ministers could be pastors who are retired or on leave from call, or lay persons 
with special training who have been authorized by the bishop to engage in this ministry. 
 
Model Two – Intentional Interim Ministers (lead congregation through process) 
Note: Those who serve as intentional interim ministers work under contract, not under call, 
and they will not be available as a candidate for a regular call to the congregation. 
Consultant: These pastors or lay persons have been trained and certified as intentional 
interim ministers who normally provide administration for the transition period, but not 
pastoral care or other pastoral services. They may lead worship and preach on Sunday 
morning depending on the scope of their contract with the congregation. 
Interim (part-time): Depending on local circumstances and their personal availability, these 
interims would serve congregations in a limited way in the role of interim pastor. 
Interim (full-time): These interims would serve congregations full-time during the 
transitional period with all of the usual pastoral duties of a full-time pastor. 
 
Model Three – Pastors Under Term Call (for duration of transitional period) 
These are pastors are called by the congregation for a specific term, usually for the duration 
of the transition period. Their availability as a candidate for regular call following the ending 
of the term call must be negotiated prior to the issuance of the term call. A congregational 
meeting is required in this case, with a 2/3 vote in favor of extending a Letter of Call.  
 
Resources 
+ 2A – Eastern North Dakota Synod Policy for Interim Ministries 
+ 2B – Interim Ministry Contract Template 
+ 2C – Addendum for Interim Ministry Contract 
+ 2D – Sample Contract for Retired Interims 
+ 2E – Information Package for Interim Pastors 
+ 2F – Sample - Litany of Welcome and Blessing 
+ 2G – Sample Reflections for an Interim Pastorate 
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Eastern North Dakota Synod Policy for Interim Ministries 
 
The interim pastor plays a very significant role in the life of a congregation. Many emotions 
surface during a time of transition. The interim pastor is one who facilitates the expression of 
these emotions and brings leadership and stability to that situation. There is no one size fits all 
for interim ministry. Some ministry settings require normal ministry between pastorates; others 
may need an interim specialist to help address specific needs. An interim specialist may be 
especially warranted when there has been a very long pastorate (more than 15 years) or when a 
congregation has experienced unusual challenges. 

 
The following guidelines are offered to congregations needing interim ministry: 
 
 The interim pastor is appointed by the synodical bishop with the approval of the 

congregational council. 
 The interim pastor serves under an established contract (see Resources 2B, 2C, and 2D) 

with the congregation and is extended a Synod Letter of Call by the Eastern North Dakota 
Synod Council. 
 The interim pastor is employed by and accountable to the congregation. The interim 

pastor is accountable to the synod in the same way as any other pastor. 
 The synod staff shall share pertinent information about the congregation with the interim 

pastor. 
 The interim pastor shall keep the synod staff informed of particular concerns or needs of 

the ministry setting, especially those that may affect the calling of a rostered minister. 
Upon completion of an interim pastorate, the interim pastor shall submit a written report 
to the synod staff. 
 The interim pastor shall not be a candidate for call to the congregation in which they are 

doing interim ministry. 
 While serving as an interim pastor, they shall not participate in the call process in that 

congregation. 
 New programs or organizations may be initiated by the congregation council during 

the interim, after consultation with the interim pastor. 
 
In addition to specific ministry concerns, various items pertaining to compensation shall be 
included in the established contract between the interim pastor and the congregation. 

 
Compensation and Benefits for Interim Pastors 

 
The total compensation package for an interim pastor is normally the greater amount of the level 
of the former pastor or the level of experience of the interim. This means that in most cases the 
interim pastor’s total compensation package will be negotiated on the basis of (a) a base salary 
appropriate for their years of ordained experience according to the current synod compensation 
guidelines, (b) the base salary of the departed pastor, and (c) other pertinent factors unique to the 
congregation’s situation. 

 
If the situation requires concentrated effort above the normal routine, serious consideration 
should be given to an interim pastor with specialized training expertise even if this requires a 
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higher salary. It must be remembered that restorative and creative ministry on the part of the 
interim pastor may be much more difficult and exhausting than regular parish ministry. 

 
For interim pastors, the congregation shall also provide: 

1. One week of paid vacation and benefits for every 10.4 weeks of full-time service. 
2. Contributions toward Portico for all rostered ministers who are not already retired. 
3. Premium payments for retired rostered ministers who are still contributing to their 

coverage for medical insurance. 
4. Consideration for disability/sick leave for interim ministries is recommended. 
5. Four days of paid continuing education leave and a continuing education 

allowance of $175 for every 3 months of full-time service. 
6. Payment of registration costs for attending the Synod Assembly and Synod 

Theological Conference when these events occur during the interim. 
7. Reimbursement for auto expenses and professional expenses incurred in doing ministry 

in the congregation. An interim pastor who commutes may be reimbursed for all or a 
portion of their commuting costs, as agreed upon by the congregation council. It is often 
the case that congregations cover mileage for one round trip per week between the 
pastor’s home and the place where they serve. 

8. Housing allowance may be granted to an interim pastor, even when a parsonage is 
available, in recognition of the need for intentional interim pastors to maintain 
permanent housing. 

9. If the interim call contract ends and the interim pastor does not have another call, it is 
recommended that the congregation consider providing ongoing support for another 
30 days. 

 
For part-time interim ministry, the congregation shall compensate the interim pastor based on a 
percentage of the compensation package of the previous pastor. This percentage is based on the 
time worked by the interim minister in comparison with the time worked by the previous pastor. 



 
 
[This model interim ministry contract may be altered or revised to fit the particular practices of the congregation or the 
circumstances of the pastor.  The synod office should always be contacted for advice and counsel.] 

 
 

LETTER OF AGREEMENT FOR INTERIM PASTORAL MINISTRY 
 
In keeping with the policies and practices of the Evangelical Lutheran Church in America and the Eastern 
North Dakota Synod, and in order to set forth clearly the agreement for interim service between the 
congregation and pastor,  
 
    _____________________________________ 

(Congregation) 
 

____________________________________, 
(Location) 

 
agrees that 

 
    _____________________________________ 

(Pastor’s Name) 
 

will serve as Interim Pastor 
 
on a ___part-time  ___full-time basis in accord with the following mutual promises:  
 

Together the congregation and Interim Pastor will: 
 
A. Examine the history of the congregation and work through the transition dynamics that usually 

follow the departure of a pastor.  
B.  Seek to confirm and identify current issues facing the congregation and develop ways of dealing 

with them.  
C.  Develop a vision for the congregation's mission.  
D.  Examine the congregation’s linkage with synod, mission district, churchwide units, and the 

resources that may be available for ministry.  
E.  Prepare for the arrival of the new pastor.  
F.  Align the congregation in accordance with the constitutions and bylaws of the E.L.C.A., the 

Eastern North Dakota Synod, and update the congregation’s constitution as needed.  
G.  During this transition period, agree to address the following specific concerns:  

 ___________________________________________________________________  
 ___________________________________________________________________  
 ___________________________________________________________________  

H.  In the case of part-time ministry, agree to the following schedule of service: 
 ___________________________________________________________________  
 ___________________________________________________________________  

  
 
 
 
 

 



 
 

The Interim Pastor will: 
 
A. Preach and teach the Word of God.  
B.  Preside at worship and administer the sacraments according the practice of the Evangelical 

Lutheran Church in America.  
C.  Provide pastoral care to all members of the parish according to their needs, visit as necessary, 

officiate at weddings, baptisms, confirmation, funerals, and uphold the members in prayer.  
D.  Give pastoral leadership for the meetings, activities, and organizations of the congregation.  
E.  Encourage support of the total ministry of the Evangelical Lutheran Church in America.  
F.  Be responsible for the recording of baptisms, confirmations, marriages, funerals, attendance at 

Holy Communion, and the maintenance of the membership rosters; and report the statistics of the 
parish promptly and fully, as requested by the Evangelical Lutheran Church in America.  

G.  Agree under no circumstances to be available for regular call to this congregation.  
H.  Agree not to be involved in the congregation’s call process except when the synod bishop requests 

such participation.  
I.          Agree not to become a member of this congregation after this agreement terminates. 
J.  Participate with key leadership of the congregation and the appointed synodical staff person in 

evaluation of the interim ministry on a quarterly basis and at the conclusion of the transition 
period.  

K.  During this transition, give special attention to:  
 ___________________________________________________________________  
 ___________________________________________________________________  
 ___________________________________________________________________  

 
 

The congregation will: 
 
A. Commit to the Gospel by faithful participation in worship, learning, and fellowship activities.  
B. Support the ministry of the congregation through service and gifts.  
C.  Accept the interim pastor, uphold him/her in prayer, and accord him/her love, respect, and good 

will.  
D.  Expect the interim pastor to preside at baptisms, celebrations of Holy Communion, and other rites 

of the church.  
E.  Agree that the interim pastor will not be considered for regular call to this congregation.  
F.  Provide for a review and evaluation of the interim ministry on a quarterly basis and at the 

conclusion of the transition period by key leadership of the congregation with the interim pastor 
and the appointed synodical staff person.  

G.  Compensate the interim pastor in the following ways:  
(As a general rule, compensation is based on the compensation of the previous pastor or the minimum standard for 
years of service experience of the interim pastor based on synod guidelines. Part-time service is prorated: ½ time 
would receive ½ total compensation levels, etc.)  

1.  Pay an annual salary of $_____________, the payments to be made in ____ equal installments on 
the _____ and _____ of the month.  

2.  ___a.) Pay a housing allowance in the amount of $____________ per year, the payments to be 
made in ____ equal installments on the _____ and _____ of the month. 

 OR  ___b.) Provide the use of a parsonage in lieu of a housing allowance.  
 OR     ___c.)  Provide a housing allowance resolution excluding a portion of the salary set forth above. 

3.  Provide a Social Security allowance of $___________ per year.  (Optional.) 
4.  ___a.) Contribute to the E.L.C.A. Pension and Benefits Plan ____% of salary and housing 

allowance (plus Social Security allowance).  



 
 
OR  ___b.) Does not apply.  
OR ___c.) Provide Pension, Medical, Dental, Disability, and/or Death benefits (circle any that apply) 

as follows:  
___________________________________________________________________  
___________________________________________________________________  

5.  Grant one (1) week of vacation for every _____ weeks of service, not to exceed ____ weeks per 
year.  

6. Grant continuing education leave at the rate of ___ weeks per year (day[s] per month) and 
$________ per year (per day) toward study expenses.  

7. Grant ___ day(s) off per week.  
8. Other______________________________________________________________  

H.  Reimburse expenses related to our common ministry as follows:  
1. ___a.) Pay a travel allowance in the amount of $__________ per year  

OR ___b.) Reimburse automobile travel at the rate of _____¢ per mile upon substantiation of business 
miles traveled.  
2. Pay expenses, not otherwise provided for, incurred in attending synod assemblies and other 

official meetings at which attendance is required.  
3. Pay moving expenses as follows:  
___________________________________________________________________  
___________________________________________________________________  

  
I. Provide for up to one month of transitional time for the interim pastor with full salary and 

benefits at the conclusion of the contracted period of service for the purpose of reviewing the 
concluding assignment and preparing for a new opportunity to serve.  
 

Additional Agreements: 
 
This agreement terminates on the date specified on page one of this agreement or thirty days after a new 
pastor has declared acceptance of the call to this congregation, whichever comes first; or upon thirty (30) 
days written notice from the congregation, the interim pastor, or the bishop of the synod.  All financial 
obligations between the interim pastor and the congregation will be fulfilled by or on the date of 
termination.  
This agreement may be amended or extended upon the mutual agreement of the congregation council and 
the interim pastor, after consultation with the bishop of the synod, by written addendum attached hereto.   
 
We, the undersigned, accept the terms of this agreement:  
 
____________________________________ _______________________________ 
Congregation (Council President or Secretary)   Date  
____________________________________ _______________________________ 
Interim Pastor       Date  
 
Reviewed by  
____________________________________ _______________________________ 
Bishop, Eastern North Dakota Synod    Date  
 

Upon signature, copies will be distributed as follows: 
1. Original to the Interim Pastor 

2. Copy to the Congregation Council President 
3.  Copy to the Bishop’s Office 

Resource 2B 
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ADDENDUM TO 
LETTER OF AGREEMENT FOR INTERIM PASTORAL MINISTRY 

 
 
 

(Congregation) 
 

 , 
(Location) 

 
and 

 
 

(Pastor’s Name) 
 

agree that: 
 
the original agreement dated  , 

 
_ _ is hereby extended by this addendum to:  . 

Date 
_ _ is amended by this addendum as follows: 

 
 
 
 
 

We, the undersigned, accept the terms of this addendum: 
 
 

Congregation Council President (or Secretary) Date 
 
 

Interim Pastor Date 
 
 
Reviewed by: 

 
 

Bishop, Eastern North Dakota Synod Date 
 
 

1. Original to the interim pastor 
2. Copy to the congregation council president (or secretary) 
3. Copy to the synod bishop’s office 



 
 
 

LETTER OF AGREEMENT FOR PASTORAL MINISTRY 
 
In keeping with the policies and practices of the Evangelical Lutheran Church in America and the Eastern 
North Dakota Synod, and in order to set forth clearly the agreement for interim service between the 
congregation and pastor,  
 

_____________ Lutheran Church 
in 

______________, North Dakota 
 

agrees that 
 

The Reverend ________________________________________________ 
 

will serve as Interim Pastor 
 
on a [Full-time/part time] basis beginning ____________ in accord with the following mutual promises:  
 
 

The Pastor will: 
 
A. Preach and teach the Word of God.  
B.  Preside at worship and administer the sacraments according the practice of the Evangelical 

Lutheran Church in America.  
C.  Provide pastoral care to all members of the parish according to their needs, visit as necessary, 

officiate at weddings, baptisms, confirmation, funerals, and uphold the members in prayer.  
D.  Give pastoral leadership for the meetings, activities, and organizations of the congregation.  
E.  Encourage support of the total ministry of the Evangelical Lutheran Church in America.  
F.  Be responsible for the recording of baptisms, confirmations, marriages, funerals, attendance at 

Holy Communion, and the maintenance of the membership rosters; and report the statistics of the 
parish promptly and fully, as requested by the Evangelical Lutheran Church in America.  

K.  During this time, give special attention to:  
 ___________________________________________________________________  
 ___________________________________________________________________  
 ___________________________________________________________________  

 
 

The congregation will: 
 
A. Commit to the Gospel by faithful participation in worship, learning, and fellowship activities.  
B. Support the ministry of the congregation through service and gifts.  
C.  Accept the interim pastor, uphold him in prayer, and accord him love, respect, and good will.  
D.  Expect the interim pastor to preside at baptisms, celebrations of Holy Communion, and other rites 

of the church. 
E.  Agree that the interim pastor will not be considered for regular call to this congregation. 
F.  Provide for a review and evaluation of the interim ministry on a quarterly basis and at the 

conclusion of the transition period by key leadership of the congregation with the interim pastor 
and the appointed synodical staff person. 



 
 
 
G.  Compensate the interim pastor in the following ways:  

1. Pay an monthy salary of $____________ ; the payments to be made in 2 equal installments on the 
15th and at the end of each month.  This salary would include the FICA social security offset. 

2. Provide for housing if needed. 
3. Grant one week (5 days, including 1 Sunday) of vacation for every 10 weeks of service, not to 

exceed 5 weeks per year. (5 days is considered full-time.  If a part-time contract is 3 days/week, 
then the one week of vacation would equal 3 days, including 1 Sunday) 

4. Grant continuing education leave at the rate of 1week and $350 per 6-month period of time toward 
study expenses.  

5. Grant 2 days off per week if working full-time 
 

H.  Reimburse expenses related to our common ministry as follows:  
1. Reimburse automobile travel at the current IRS rate upon substantiation of business miles 

traveled.  
2. Pay expenses, not otherwise provided for, incurred in attending synod assemblies and other 

official meetings at which attendance is required.  
 
Additional Agreements: 
 
This agreement terminates thirty days after a new pastor has declared acceptance of the call to this 
congregation; or upon thirty (30) days written notice from the congregation, the interim pastor, or the 
bishop of the synod.  All financial obligations between the interim pastor and the congregation will be 
fulfilled by or on the date of termination.  
This agreement may be amended or extended upon the mutual agreement of the congregation council and 
the interim pastor, after consultation with the bishop of the synod, by written addendum attached hereto. 
 
We, the undersigned, accept the terms of this agreement:  
 
____________________________________ _______________________________ 
Congregation (Council President or Secretary)   Date  
____________________________________ _______________________________ 
Pastor        Date  
 
Reviewed by  
____________________________________ _______________________________ 
Bishop, Eastern North Dakota Synod    Date  
 

Upon signature, copies will be distributed as follows: 
 

1. Original to the Interim Pastor 
2. Copy to the Congregation Council President 

3.  Copy to the Bishop’s Office 
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Information Package for Interim Pastors 
A basic information package is a helpful resource for the interim pastor beginning assignment with your 
parish. You might want to put it into a three-ring binder. This will not only serve your new interim pastor 
well, but it will also assist your new rostered minister when they arrive. 

 
Before Interview of Interim Pastor 
Details about:  Worship  Confirmation  Sunday school  Other 

 
Information to Assist Interim Pastor upon Arrival 
 Constitution of the congregation 
 Current copy of the annual report 
 Copies of the secretary’s minutes of the church council for the previous quarter 
 List of church council members and any offices they hold 
 List of committees of the church and members of those committees 
 Copy of the last month’s newsletter 
 Bulletins: communion and non-communion examples 
 Worship information 
 General information, communion schedule 
 Worship committee, hymnals (services used) 
 Lay readers, communion assistants, etc. 
 Schedule of:  Weddings  Baptisms  Other special services 
 WELCA: Serving committee (chair) 
 Altar committee (chair) 
 List of organists and soloists (especially for funerals) 
 Membership of the congregation, including addresses and phone numbers (updated and 

accurate) 
 Sunday school enrollment and teachers, including parents’ names, if possible 
 Education history of the congregation for both youth and adult 
 Detailed description of the confirmation program (class schedule, curriculum being used, students 

and any current/relevant information, expectations of confirmation, mentoring program, 
confirmation Sunday history) 

 First Communion classes 
 Acolyte information 
 Shut-in information (individuals who are homebound, nursing home or assisted living residents) 
 List of individuals who receive private Communion 
 Nursing home information – locations, responsibilities for worship, etc. 
 List of members who have recently been hospitalized, suffered loss of loved ones 
 Current county plat book for members who live in rural areas 
 City map, if available 
 List of area churches and pastors. Is there an area ministerial association? 
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Sample – Litany of Welcome and Blessing 

 
Leader: Today we begin a new segment of our faith journey here at   

Lutheran Church as we welcome Pastor  , who will serve with us 
during this time in the life of our congregation. In the coming days, let us support each 
other by our continued presence at worship, our sharing in the means of grace, and our 
prayers for each other. 

 
All: May God strengthen our community and relationships with power and new insight. May 

God grant us patience, a sense of humor, and the courage to speak the truth in love. May God 
help us to work together in harmony. May the Holy Spirit be among us as we seek to discern 
God’s will for our congregation. 

 
Pastor: I have been chosen as your interim pastor, to be God’s servant among you during this 

special time, until that time when you call a permanent pastor. I pledge to you my 
commitment as a minister of the Gospel among you. I will pray for you, listen to you, assist 
you in the tasks of this interim period, encouraging and challenging you as we move through 
this time together. 

 
All: Almighty God, who has given you the will to do these things, give you the power of the Holy 

Spirit so that you may perform them with strength and compassion. Amen. 
 

And we, members of  Lutheran Church, receive you as a fellow servant of 
Christ. We pledge our partnership as we continue to use the gifts God has given us to carry 
out the many ministries of the Gospel in this place – in worship, education, witness, service, 
and stewardship. We will pray for you and encourage you, striving to live together in the 
peace and unity of Christ as we move through this time together. 

 
Pastor: Almighty God, who has given you the will to do these things, give you the power of the 

Holy Spirit so that you may perform them with strength and compassion. 
Amen. 

 
L: As all of life is an interim, help us to value this time together as a reminder that our work is 

not in vain and our Lord will unite all things at last in glorious fulfillment of God’s 
promises. By these mutual statements of commitment – from you and from us 
– we welcome you as our pastor for this interim. 

 
Pastor: May God bless us and lead us as we embark on this interim journey, and may we view 

this as a time of learning and growth as God’s Spirit instructs and prepares us for the future 
mission and ministry of the church in this place. 

 
All: Lord, enable us to live our days in praise of your glory. Amen. 
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Sample: Reflections for an Interim Pastorate 
 
 

The ministry of an interim pastor has at least two areas of focus. The most obvious is that the interim pastor 
covers certain responsibilities which normally fall to the pastor, including preaching, worship preparation, 
confirmation instruction, preparation for first Communion, administration, meetings, etc. Some categories 
and details of responsibilities are offered below. 

 
The second focus is more subtle. It needs to be understood and appreciated in the selection of the interim 
pastor and the formation of the job description. The interim pastor, without involving his/her own 
personality, helps the congregation work through the call process. The interim pastor helps the congregation 
to grieve the departure of the previous pastor and prepare to receive a new pastor. If there are internal 
conflicts, the interim pastor helps to resolve them before a new pastor arrives. The interim pastor also serves 
as a resource to the Call Committee without unduly influencing its decisions. 
 
Finally, the interim time period need not be a time when everything stays the same and no new initiatives 
undertaken. To prepare for calling a new pastor, the congregation, with the interim pastor’s guidance, 
undertakes a ministry study. This study encourages members of the congregation to develop a vision for the 
ministry of the congregation for the next several years in striving to be the hands and feet of Christ in the 
world. Throughout the study, the congregation discerns to do ministry in light of what God is calling them to 
do and to commit to that call. The results of the ministry study will assist the Call Committee in choosing a 
new rostered minister to journey with the congregation in ministry. 
 
Sample Reflections 
 
The following is a sample of considerations regarding interim pastors. It can be adapted to fit your 
congregation’s ministry and needs. 
 
Note: The amounts of time given in brackets are estimations of the time each week that may be needed to 
complete that particular responsibility. 

 
Preaching: The interim pastor would normally preach. A significant portion of a day, either at the church 
office or at the interim’s home, should be allowed for preparation. The pastor has normally written the 
prayers of the day. (one day) 

 
Worship Preparation: The Worship Committee members (and  ) are significant resources in planning 
and scheduling worship.  , our office secretary, is very able to 
produce the bulletin. Sunday worship often involves some special emphasis or activity. An hour or two each 
week should be set aside for this preparation. (This category includes preparing instructional scripts for 
special worship services such as Good Friday, etc.) (one- two hours) 

 
Shut-in Visitation: The goal is to visit shut-ins each month, but practically, it is generally about 10 times 
a year. This is a ministry that could be done by lay people, although the shut-ins like to see the pastor 
regularly. Shut-ins at this time include the following persons: (one day plus lay people) 
At home:  At nearby care centers:   

 
Care Center Services: 
1. Our Town Care Center – west edge of town at the corner of 1st St. and Sunset Blvd. – second 

Thursday of the month at 2 p.m. – non-Communion. 
2. Next Town Over Apartments and Assisted Living – about 5 miles from church – east part of town at 111 

Prairie St. – fourth Thursday of the month at 2 p.m. and 3 p.m., respectively – Communion. 
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3. Bigger Nearby Town Care Center – about 20 miles from church – south side of town at 1234 Vista View 
Ave. – usually every six weeks as scheduled – Communion when on the first Sunday (considered with 
shut-in visitations) 

 
Hospital Visitation: The time needed for this varies greatly. Hospital stays are shorter than they used to be. 
The church office isn’t always notified when people enter the hospital. There are many weeks when no one 
is in the hospital. There are some weeks when there are patients in two or more hospitals. Hospitals used by 
members could include: (list names, towns, miles from church, addresses, phone numbers) 

 
Confirmation: The current confirmation program has been in place for almost  years and 
should probably be evaluated when the new pastor arrives. It could remain the same during the time of 
transition unless the interim pastor has other ideas to consider. The program is on a three-year rotation. This 
year is scheduled to cover the Lord’s Prayer and the Creed from Luther’s Small Catechism. 

 
The 16-week class format presents a challenge. Some effort will be needed to identify a curriculum to be 
used and adapted to this format. Further, Easter is extremely early this year, and it may mean that the last 
classes will need to be held after Easter, something not done recently. (one day) 

 
Administration: There are a number of other items to which the interim pastor will need to attend. The 
office secretary (and  ) can be of immense help here, but time should be 
allowed for this as well. These include Church Council preparation, the monthly newsletter, 
correspondence, reports, agendas, etc. (one-two days) 

 
Meetings: Scheduling the council, deacons, and trustees meetings on the same night (the third Sunday from 
September through May; the third Wednesday from June through August) is very helpful. Additional 
meetings may include the monthly Board of Education and regular, but not usually monthly, meetings of the 
Worship, Missionary, and Stewardship Committees, typically on Tuesday or Thursday evenings. Also, there 
is preparation for adult education on Sunday mornings and the Wednesday morning Bible study. (considered 
with Administration above) 
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Developing the Ministry Site Profile (MSP) 
 
Development of the Ministry Site Profile (MSP) prior to the calling of a new rostered minister is 
helpful in at least three ways. First, it provides the call committee with basic information and 
description of leadership strengths and needs which will guide their work. Second, the profile assists 
the synod office in recommending candidates to be considered by the call committee. Third, it 
provides a picture of the congregation for the candidates as they consider serving the congregation. 
 
The purpose of the MSP is to enable the elected lay leaders of the congregation to review the 
congregation’s life and mission as the Church, the body of Christ; evaluate the congregation’s present 
strengths; identify specific areas where the congregation needs to strengthen its ministry; specify 
resources necessary to fulfill the mission of the congregation, including special mission tasks in the 
parish community; arrive at a current understanding of the mission of the congregation; identify the 
gifts that are most important for the next rostered minister to possess. 
 
There are four different audiences who will use the MSP in different ways in the process: 
1. The Call Committee will use the MSP as they meet and consider candidates; the profile represents 

the thinking of the whole congregation. 
2. Rostered ministers who are recommended to and being considered by your call committee will use 

the MSP as a way of getting an overall picture of your congregation. 
3. The congregation itself can use the MSP as a basis for deciding whether to call a rostered minister 

recommended by the call committee. 
4. Synod staff will use the MSP as a guide for deliberation before making recommendations to your 

congregation’s call committee. 
 
Completing the MSP 
 
Allow adequate time to thoroughly complete the MSP. It may be helpful for the Transition Team 
to start the MSP, but the Call Committee needs to be closely involved with completing it. Steps 
for use of and some helpful tips on filling out the MSP can be found on the ELCA’s web site (see 
Resource 3A below). Click on the “Call Process Forms” link to find a sample. 
 
The MSP has five parts: 
• Part I – Who We Are (Items 1-5): Go to http://www.elca.org/en/Our-Work/Congregations-and-

Synods/Research-and-Evaluation/Demographic-Reports to assist in completing this section. 
• Part II – Our Vision for Mission (Items 6-9): This part should be answered by the call 

committee plus the congregation. Broad participation is needed to ensure that the characteristics 
identified reflect the opinions of the whole congregation. The congregational survey form (see 
Resource 3B below) is a useful tool to assist you in completing this section. 

• Part III – Leadership Needs (Items 10-17): This part should be answered by the call committee 
plus the congregation. Broad participation is needed to ensure that the gifts for ministry identified 
reflect the opinions of the whole congregation. The congregational survey form (see Resource 3B 
below) is a useful tool to assist you in completing this section. Compensation guidelines may be 
found on the synod’s web site. 

• Part IV – Commentary (Item 18, Seven Reflections, is optional.) 
• Part V – Completion of Profile (Items 19-21): Please contact the synod office if you have any 

questions before submitting the completed MSP. 

http://www.elca.org/en/Our-Work/Congregations-and-Synods/Research-and-Evaluation/Demographic-Reports
http://www.elca.org/en/Our-Work/Congregations-and-Synods/Research-and-Evaluation/Demographic-Reports
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Portico – The ELCA Benefit Plan 
 
Current contribution rates can be downloaded from the Portico web site (see Resource 3C below). 
Contribution rates are different depending on the location. Please refer to the information for Eastern 
North Dakota Synod (3B). Additional Pension and Tax information is also available on the Portico 
web site. 
 
Congregational Family Systems 
 
One tool for better understanding your congregation is the congregational family systems.  This is a 
way of understanding the dynamics that happen in your congregation, including relationships, decision 
making, role of the pastor(s), role of the members, etc. Congregational family systems groups 
congregations according to their worship attendance. Although not every congregation has all the 
characteristics of the family system in which it falls, most do. This is provided for you as a tool as you 
continue to examine the vision and ministry of your congregation. 
 
Patriarchal/Matriarchal (under 50):  
• Family church – personal ownership 
• Clergy for traditional pastoral care 
• Very high pastoral turnover 
• Often survive by not taking pastors seriously 
• Toughest place for new pastors right out of 

seminary 
 
Pastoral (50-150): 
• Pastor is central 
• Pastor must delegate…or else 
• Formula size for clergy burnout 
• Expectations high, personal 
• Oppressive time demands on pastor 
• Growth often depends on popularity of 

pastor 
• Hard on pastor’s spouse and children 
• Most churches this size 
 

Program (150-350):  
• Many leader cells – many programs 
• Lay leadership vital 
• Clergy still central, but role shifts 
• Administration: recruiting, planning, 

training, evaluating, coordinating 
• Pastor has little time for “just stopping in for 

coffee in the kitchen” 
• Pastor helps people arrive at consensus 
• Pastor also motivator, trust builder 
 
Corporate (350 or more): 
• Quality of worship high priority 
• Music program top-notch 
• Head of staff spends quality time on sermon 

prep and worship planning 
• Has head pastor as symbol of unity and 

stability 
• More complex than program church 
• Multiple staff collegial, yet diverse 
• Staff must have fun working together 
• Leaders generate energy, momentum

 
Resources 
+ 3A – MSP Form (link) http://www.elca.org/en/Call-Process/Ministry-Sites 
+ 3B – Congregational Ministry Site Characteristics Survey 
+ 3C – ELCA Portico Calculators (link) 

https://employerlink.porticobenefits.org/Home/Resources/Calculators.aspx  

http://www.elca.org/en/Call-Process/Ministry-Sites
https://employerlink.porticobenefits.org/Home/Resources/Calculators.aspx
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Congregational Survey 

Our Vision for Mission – Ministry Site Characteristics 
As you think of your congregation and the way it tends to live out its corporate life and 
pursue its mission, what characterizes your life together? The following congregational 
characteristics give you the opportunity to reflect on these qualities and indicate your 
opinion. Please check the box that best describes your opinion about each statement 
listed below. 

 
As a community: 

 A Lot Like Us A Little Like Us Not Like Us 
We tend to be formal and 
programmatic. 

   

We have clearly defined goals 
and plans for our future. 

   

We are racially and 
economically diverse. 

   

 
Our leadership style: 

 A Lot Like Us A Little Like Us Not Like Us 
We welcome ideas that are 
provoking and challenging. 

   

We rely on our leaders for direction.    

We perceive conflict as constructive 
and consider it as opportunity 
for change and growth. 

   

 
Our programming: 

 A Lot Like Us A Little Like Us Not Like Us 
Our facilities are often used 
by community groups. 

   

We train people to 
minister outside our walls. 

   

We focus on ideas and beliefs.    

 
Our theological perspective: 
(Alternate: Our Lutheran heritage and Biblical focus) 

 A Lot Like Us A Little Like Us Not Like Us 
We are obviously Lutheran 
in identity and practice. 

   

We participate in synod 
and ELCA activities. 

   

We focus on Biblical 
studies and doctrine. 
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Leadership Needs 
 

Select the five most important ministry tasks you think should be required of your new 
pastor. 
 Administration 
 Chaplaincy 
 Communications/Medi 

a 
 Counseling/Social 

Work 
 Evangelism/Mission 
 Innovation/Creativity 
 Inter-personal Climate 
 Ministry with Seniors 
 Outdoor/Camping 

Ministry 
 Pastoral Care and 

Visitation 
 Recruit and Equip 

Leaders 
 Social Ministry 
 Strategic Mission 

Planning 

Mutual Expectations 

 Youth and Family 
Ministry 

 Building a Sense of 
Community 

 Children’s Ministry 
 Community Organizing 
 Early Childhood 

Administration 
 Financial 

Management 
 Interim Ministry 
 Ministry in Crisis 
 Multicultural Ministry 
 Parish Nurse/Health 
 Preaching/Worship 

Leadership 
 Self Care/Family Life 
 Spiritual 

Formation/Direction 

 Teaching 
 Campus/Young Adult 

Ministry 
 Christian Education 
 Conflict Management 
 Ecumenical Work 
 Global Service 
 Interpret Theology 
 Ministry in Daily Life 
 Music/Worship/Arts 
 Participant in the 

Larger Church 
 Public 

Policy/Advocacy 
 Small Group Ministry 
 Stewardship 
 Volunteer 

Coordination 

 

Please list five primary areas of activity or focus that you wish your newly-called pastor 
to give special attention to during the first year of his or her ministry at this congregation: 

 
1.   
2.   
3.   

4.   
5.   

 
Please list five ways that this congregation will support and encourage the pastor during 
the first year in order to help him or her accomplish these responsibilities: 

 
1.   

2.   
3.   
4.   
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5.   
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Gifts for Ministry 
 

In the left-hand column, select a maximum of five gifts for ministry your new pastor must 
bring to your congregation. In the right-hand column, select five more gifts that would 
be helpful in your congregation. (This survey of gifts assumes that the pastor is able to 
offer worship leadership and preaching.) 

 
 

Top Our new leader needs to be able to…  Very 
Priority  Helpful 

........................................ Help people develop their spiritual life. ........................................ 

....................Help people understand and act upon issues of social justice..................... 

................................................... Provide care and nurture. ................................................... 
...........................Be active in visitation of members and non-members. ........................... 
..........................................Be effective in working with children........................................... 
..........Build a sense of community among the people with whom he/she works........... 
................ Help others develop their leadership abilities and skills for ministry.................. 
................................................Be an effective administrator. ................................................ 
.............................................. Be an effective communicator. .............................................. 
.................................................... Be an effective teacher. .................................................... 
.............................. Encourage support of the Church’s wider mission. .............................. 
.......................Work regularly in the development of stewardship growth. ....................... 
.........................................Be active in ecumenical relationships.......................................... 
............................................Be effective in working with youth. ............................................ 
.......................................Organize people for community action. ....................................... 
...................................Be skilled in planning and leading programs. ................................... 
................. Have a strong commitment and loyalty to the Lutheran Church................... 
.....Understand and interpret the mission of the Church from a global perspective...... 
................................................ Deal effectively with conflict. ................................................ 
.....................................Bring joy and good humor to relationships...................................... 
............................... Be able to share leadership and work in a team. ............................... 
.............................. Be creative and innovative about his or her tasks................................ 
........................................Be able to use technology and media......................................... 
......................... Appreciate cultural diversity in language and customs........................... 
............................. Have talents in the areas of music, arts and writing. ............................. 
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Forming a Call Committee 
 
The congregation’s constitution will prescribe appointment or election of a call committee. 
It is likely that most of the members of the call committee will be persons not currently 
serving on the congregation council. The committee should intentionally reflect the makeup 
of the congregation regarding gender, age, and ethnic/racial identity, as well as various 
segments of the ministry of the congregation – worship, youth, Women of the ELCA, 
Lutheran Men in Mission, education, evangelism, etc. You may find it helpful to use a 
questionnaire when selecting possible call committee members (see Resource 4A). 
[NOTE: If the congregation is part of a parish formation, the call committee should be 
made up of members from each congregation forming the parish. The parish agreement 
should be consulted as it may make provisions regarding call committee formation.] 
 
Because of additional demands on the lay president of the congregation council during a 
pastoral transition, it is recommended that the lay president NOT be the chair of the call 
committee. 
 
The congregation council needs to give the call committee salary and benefit possibilities 
that the congregation can offer candidates (see Resource 4B for guidelines). Salary and 
benefit considerations are not matters to be negotiated between the candidate and call 
committee. The congregation council also needs to authorize funding to the call committee 
for its use in carrying out its responsibilities. This is discussed under “Call Committee 
Budget” below. 
 
Prayer is an important activity for the call committee and the entire congregation 
throughout this process. Call committee members are encouraged to commit themselves to 
pray for one another and for the work of the Holy Spirit among them as they seek to discern 
God’s will for their congregation. Special prayer at worship and during other meetings of 
the congregation is encouraged. When the call committee is selected, the names of the 
members are made public, with request that special prayers be made on their behalf. 
 
Committee Structure 
 
The call committee chair can be appointed by the congregation council or be elected by the 
committee itself. It is advisable to have one congregation council member as a liaison on 
the call committee. Committee leaders include: 

• Chair - convenes meetings, sets meeting agendas, primary contact with candidates, 
contact person with the synod office, oversees the call process 

• Recording Secretary - keeps minutes of call committee meetings for future 
reference, may be responsible for final preparation of the MSP  

• Correspondent - responsible for written communication between candidates and 
committee, sends copies of correspondence to the synod office, may write 
newsletter articles, notes for bulletins, etc., to keep the congregation informed of the 
committee's progress. 



 
Call Process Manual –                           
Step 4 – Forming the Call Committee 

Step 4 – Page 2 of 5 

 
 
Confidentiality in the call committee discussions should be clearly agreed upon at the 
first meeting. Issues that are discussed about candidates need to be open and 
forthright among the members of the committee; however, these discussions should be 
kept in confidence among the call committee members. 
 
Call Committee Budget 
 
One of the first tasks of the call committee is to establish a budget with the congregation 
council. Although some of these expenses are difficult to accurately determine ahead of 
time, every effort should be made to set aside the needed finances for the call process. 
Items to include in the budget: 

• Travel expenses for committee members 
• Travel/meal expenses for candidate(s) 
• Office expenses (i.e., photocopying, data entry, postage, etc.) 
• Miscellaneous expenses 

 
NOTE:  Although the moving expenses for your newly called rostered minister will not be 
the responsibility of the call committee, it should be noted to the congregation council and 
your congregation’s finance committee that the congregation is responsible for the moving 
expenses of your new rostered minister. 
 
Recognition of the Ministry of the Call Committee 
 
It is important that the ministry of those selected to serve on the call committee be 
recognized in some formal way by the congregation. Members will spend numerous hours 
in meetings and expend significant energy often over the course of many months during 
their service on the call committee. It is a ministry requiring dedication and commitment by 
persons who will provide leadership for the process which will bring about the selection 
and eventual call of the new rostered minster. There is an order of service appropriate for 
this occasion (see Resource 4C). 
 
The Call Process – Partnership and Interdependence 
 
We believe it is our Lord Jesus Christ, through the power of the Holy Spirit, who guides the 
call process. The calling of a rostered minister represents a valuable partnership among 
God, the calling congregation, and the synod of the ELCA. An ideal call process builds on 
trust, openness, and good communication. When the call process results in a good match 
between rostered minister and congregation, the total mission of the church is furthered. 
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The Call Process Is Unique 
 
Based on our Lutheran theology, a rostered minister is called to serve a congregation, not 
hired. Any pattern that includes head hunting, resumé shuffling, or high anxiety interviews 
is highly inappropriate in the calling of a rostered minister. The call process is not a beauty 
contest in which hosts of candidates present themselves to their best advantage so the call 
committee can select one as the winner. 
  
The Lutheran call process is unique because it is an effort to discern what God wants for the 
local church and for the whole church, in order that the Gospel may be proclaimed and the 
sacraments administered in accordance with the Gospel. 
 
The Right Question 
 
It is not appropriate for a call committee to be guided chiefly by such questions as these: 
Will the congregation like this pastor? Will it approve of the call committee’s choice of 
candidates? Will people feel good having this pastor around on Sunday morning? Will this 
person do for now until a better pastor comes along? 
  
The foremost question for the call committee is always: 

Is this the person God desires this congregation to have as its rostered 
minister? 

Human preferences and personalities never come before the mission to which God 
calls His church. That is why every meeting of the call committee includes prayer for 
the guidance of the Holy Spirit in the work that is being done. 
 
The Significance of Service on a Call Committee 
 
Many people report that serving on a call committee turned out to be one of the most 
important things they ever did as members of the church. It allowed them to experience 
firsthand how the Holy Spirit works through committed Christians to help the church be 
faithful to its calling. It gave them an opportunity to see how the local church is vitally 
connected to the whole church. It let them participate in opening a new chapter in the life 
and ministry of their church as part of the history-long, worldwide Church of Jesus Christ. 
 
Openness vs. Holding Confidence 
 
Reporting regularly (weekly) to the council and congregation helps keep everyone on the 
same level of understanding. The call committee can report on the process but must 
keep all verbal and written information about every candidate strictly confidential. 
 
Confidentiality cannot be overemphasized in the task of calling a rostered minister Any 
mention of specific candidates outside the call committee is inappropriate until the  
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committee is ready to bring its recommendation to the congregation council. It is important 
to keep all names and both verbal and written information about prospective candidates 
within the confines of the committee. This means committee members will need to establish 
ground rules and boundaries, not only with the congregation at large, but also with those in 
their household or place of work. 
 
A decision about the process of introducing candidates to the whole congregation must be 
made by the call committee during one of its earliest meetings. 
 
Communication 

Communication is very important! The call process can and should be very transparent. 
(Remember information regarding the candidates must remain confidential). Apart from 
confidential materials, there is no such thing as too much information. Options to be 
utilized to keep the members of the congregation informed about the call committee's work 
and progress include: 
• Newsletter articles explaining the call process to the congregation, with follow-up 

articles each time another stage in the process is reached. 
• Notes in the Sunday bulletin announcing that the call committee is meeting. 
• Temple talks by a member of the call committee on a regular basis, even if the report 

is, “Nothing has changed from last report.” (From one report to the next, you will not be 
communicating to exactly the same audience.) 

• Adult class may be used to reemphasize the progress, invite interaction and feedback. 
 
Points to Include: 
• Description of process 
• Summary of specific presentations, including meetings with synod staff 
• Outline of progress, including past, present, and future 
• List of actions taken 
• The preferred process for communicating with the members of the call committee 
 
What You Can Accomplish: 
• The congregation will clearly understand the process, including the roles of the synod 

office, congregation council, call committee, and congregation 
• Clear identification of the members of the call committee 
• Congregation members will have a clear understanding of the proper process for 

communicating with the members of the call committee 
 
Ready to Begin the Work of the Call Committee? 
 
Remember that God is with you as you represent the congregation in the search for a 
rostered minister who can lead you into the future God has in mind. It will be helpful to 
begin each meeting with a brief time of devotions (see Resource 4D) to invite the Holy 
Spirit’s leading in your discernment. 
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Resources 
+ 4A – Call Committee Questionnaire 
+ 4B – Refer to most current “Compensation and Benefits Guidelines” – under Resources – 

Call Process at www.eandsynod.org  
+ 4C – Service of Recognition of the Ministry of the Call Committee 
+ 4D – Five Brief Devotions for Congregations in Call Process 
 

http://www.eandsynod.org/


 

Call Committee Questionnaire 

Name    

Address   

Phone  E-mail   

 

1. How long have you been a member of this congregation? 
 
 
 
 
2. In what types of church activities/service have you participated? 

 
 
 
 
3. What do you think are the 5 best qualities of this congregation? 

 
 
 
 
4. How would you describe this congregation’s mission today and for the future? 

 
 
 
 
5. Tell us why you should be considered as a member of the call committee. 

 
 
 
 
6. How much of your time can you commit to the process of choosing our next rostered minister? 

 
 
 
 
7. Other comments? 

 
 
 

 
 

Resource 4A 



 
 
Service of Recognition of the Ministry of the Call Committee 

 
There is an order of service appropriate for the recognition and installation of your call 
committee, titled: “Recognition of Ministries in the Congregation” found in the 
Occasional Services Book. This order can be utilized within the liturgy for Holy 
Communion during a regular service of worship or as a separate service set aside 
specifically for the recognition of those serving on the call committee. The following 
format is suggested: 

 
When set within the liturgy for Holy Communion, this order is used following the Offering 
and the Offertory. 

 
The congregational president addresses the congregation: 

 
L: Dear Christian Friends: Baptized into the priesthood of Christ, we are all called to 

offer ourselves to the Lord of the Church in thanksgiving for what he has done and 
continues to do for us. It is our privilege to recognize and support those who are 
engaged in the work of this congregation, especially those selected to serve as 
members of the call committee. 

 
As a representative of the congregation reads a brief description of the ministry of the 
call committee and the names of the persons selected to serve in that ministry, the call 
committee members stand. 

 
L: Having offered yourselves to serve on the call committee of this 

congregation, will you follow our Lord’s example of humble service? 
 
Response: Yes, with God’s help. 

 
L: Let us pray: O God of love, your Son washed the feet of his disciples as a sign of 

servanthood. Uphold those who follow his example of humble service and strengthen 
them in their faith. Guide and direct these servants who will lead this congregation in 
the selection of the one who will be called as (senior, associate, assistant) pastor. 
Give them wisdom and discernment. Let your Holy Spirit guide and direct them in all 
that they do. Help us all to serve you faithfully in thought, word, and deed, through 
Jesus Christ our Lord. 

 
Response: Amen. 

 
L: For all who offer themselves in your name, we give thanks, O God. Give them the joy 

of service and constant care and guidance. Help us all to be both willing servants and 
thankful recipients of ministry, that your name be glorified, your people live in peace, 
and your will be done, through Jesus Christ our Lord. 

 
Response: Amen. 

 
 

Resource 4C 
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Five Brief Devotions for Congregations in Call Process 
 
By the Rev. Ronald Olson, Director of Admissions, Luther Seminary, St. Paul, Minnesota 
 

† † † † † 
 
I. In Calling a Pastor, We Consider Our Own Calling 

Writing to the church in Corinth, the Apostle Paul encouraged believers there to consider their own 
call. As we begin our work as a congregation in the call process, we may consider the call we all 
have from God by exploring a few of the following scriptures: Acts 2:39, Ephesians 4:4-6, 
Colossians 3:15, 1 Timothy 6:12, 1 Peter 39, and 1 John 3:1 

 
What a calling – to hope, peace, eternal life! In these verses, all of us are called children of God. 
Clearly, this is on account of God's power and wisdom, not our own. 

 
This powerful call is the one that comes to all believers through God's Word in Holy Baptism. That 
is why Martin Luther was bold to insist that "the ministry of the Word belongs to all." And again, 
"There is no other Word of God than that which is given all Christians to proclaim." (From Luther's 
Concerning the Ministry, 1523) Just as all Christians share the promise, so too do we share the task 
of proclamation. Most of us take up the task in the ministry of daily life. Others we ask to do so 
publicly for the community so faith can be created and sustained in us. So, we see that in the 
economy of God's grace the ministry of those called and ordained follows from the call which has 
come to all who believe. 

 
How do we sense God's call most clearly? In which aspect of life do we find God's Word (the 
promise, the hope, the peace) being “proclaimed” in the strongest way? The Bible even speaks of us 
as "holy partners in a heavenly calling." (Hebrews 3;1) What do you think that might mean for daily 
living? 

 
Gracious calling God, call on us with your grace again and again. Renew us daily in the peace, 
hope, and eternal life we have been promised and which we have been called to proclaim. As we 
work to call a pastor to our congregation, may we count on the prayers of all members of this 
community of faith to uphold us, just as we trust your Spirit to guide us. 
We remember, God, you are the One who called us first. Amen. 
 

† † † † † 
 
II. In Calling a Pastor, We Consider God’s Gifts 

God's gracious giving extends to the church, too. God has not been content to let the church fend 
for itself since Pentecost. On the contrary, the Holy Spirit still enlivens the community of faith. As 
Bishop April Ulring Larson has said, "What God is interested in is empowering the body of Christ." 
God has raised up leaders, gifted ministers, and pastors for the church in all times and places. 
When the church has prayed, "Save and defend your whole Church, purchased with the precious 
blood of Christ. Give it pastors and ministers filled with your Spirit and strengthen it through the  
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Word and the holy sacraments," God has answered. 
Listen to this wonderful scripture: II Peter 1:3-11. Would any of us, either as individual believers 
or as members together of a congregation, have any reason to question the truth of those verses? In 
fact, how have the promises offered there been answered and proved true in your experiences of the 
life of faith? In the life of our congregation? 
 
We overhear the prayer that scripture offers up for us in Ephesians 3:14-21. The One who has called 
us is also at work in us doing far more than we can ask or imagine. That's an amazing thought! 

 
As we join in singing or saying LBW 543, "Praise to the Lord, the Almighty," focus on verse two and 
ask, "What does that verse mean, promise, and say to us about God's watch over us?" Can we claim 
this hymn's great promise even in calling a new pastor? 

 
Luther's Small Catechism offers his explanation of the third and fourth petitions of the Lord's Prayer 
saying: "God's will is done when he strengthens our faith and keeps us firm in his Word as long as 
we live." 

 
And "Daily bread includes everything needed for this life, such as food and clothing, home and 
property, work and income, a devoted family, an orderly community, good government, favorable 
weather, peace and health, a good name, and true friends and neighbors." 

 
We daily trust God's good gifts for our faith and life. Such confidence also belongs to the faith and 
life of the whole church. 

 
Gracious giving God, give us your help again, just as you have always done. Remind us of your care. 
Let there be gratitude in our congregation, for all that is needful has been sent and ordained for us 
already. As we work to call a new pastor to our congregation, may we be strengthened for this task 
with the thought that your providing reaches to every need of your church. This call committee and 
community of believers are your church, too. Amen. 
 

† † † † † 
 
 
III. In Calling a Pastor, We Consider Congregation and Community Needs 

The Apostle Paul provides a wonderful "snapshot" of life in a Christian community in his first letter to 
the Thessalonian church: I Thessalonians 5:12-24 

 
This letter of Paul, one of the earliest Christian writings, already shows Paul's love of lists. Here 
he checks off some of the characteristics of faithful community life – 

• respect for those who labor among us; 
• peace among ourselves; 
• help for the weak; 
• patience with all; 
• always seeking to do good to one another and to all; 
• prayer without ceasing; 
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• no quenching of the Spirit; 
• holding fast to what is good. 

 
That is a lot to be and do in the freedom of the gospel. That is a tall order for a mission congregation. 
Could this be the first "Congregational Profile"? Our congregation today is also the location of 
worship, care, and mission, and full of needs in order to give ourselves faithfully to this gospel work. 
Let's name some of these community needs. 

 
Is calling a new pastor more a matter of finding someone to meet those needs (do all those things), 
or of calling one to lead the congregation to do what needs to be done? Are we, as members of our 
congregation, only objects of ministry, or are we also subjects/agents of ministry? When we 
consider congregational “needs,” scripture points us right away to the Christian mission that needs 
doing in God's world, and the gospel work in which we share responsibility. Fortunately, in our 
need, there are leaders to help us. And we are in the process of calling one of them into our midst. 

 
Gracious sanctifying God, thank you for drawing us ever anew into the ministry of the Word. In the 
community of faith, we are empowered for witness and service even as we are ministered to with 
forgiveness, reconciliation, and healing. As we work to call a new pastor to our congregation, show 
us our neediness – what we need and what needs doing for our life together in Christ. Amen. 
 

† † † † † 
 
 
IV. In Calling a Pastor, We Consider Ministry Gifts 

If the Bible is to be believed, then God has only “gifted” children. We have this declaration from 
Ephesians 4:7, 11-16. Gifts galore! 

 
God has given ministry gifts to the people of God, to the church, for the benefit of all. We know, 
of course, that we do not all have all the gifts. And some having just the gifts they have been given 
are also called into the church's public ministry, into the ministry of Word and Sacrament. The 
Apostle Paul liked the image of the body, one body with many parts all working together – 
I Corinthians 12:27-30. 

 
We may all sense that we possess certain “gifts for ministry.” It is no accident that some members 
end up teaching Sunday School year after year – we are not all up to that important work. Some are 
very comfortable in front of others, leading worship, teaching Bible studies and the like – others are 
not. We may also sense that our whole congregation, the community taken as one, is gifted, too, in a 
special position or especially equipped for a particular ministry or mission. 

 
Think of some of the special gifts our former pastors had. Which ones did they have in common? 
What were their unique gifts for ministry, for leadership in the church? What gifts are going to be 
most important to our congregation in the years ahead? Most likely, there is no single gift that will 
identify our new pastor to us. Nor is there only one who possesses the gifts we seek. 
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There are many gifted leaders in the church, thank God. So, the difficulty of the task at hand is not 
so much that there are no good candidates or that there is only one pastor who could lead us in 
mission. Oftentimes, part of the hard work of a call committee is leaving room for the Holy Spirit in 
the discernment of the many gifts in the candidates God may send. Our task is never simply a matter 
of “hiring” someone, even the “best” someone we can find, but of allowing God's Spirit to work in 
and through us to build up the church in calling a new pastor. And that can happen, indeed, because 
God is at work with us in all of this. 

 
Gracious gifting God, we are reminded of your gifts in and for all the children of the church. Call 
on our gifts now, use us, in service of your whole church. As we work to call a new pastor to our 
congregation, may your Holy Spirit lead us to discern the gifts we seek and see those gifts clearly in 
the candidates you are sending to us. In our communications, interviews, and meetings with them, 
may we find ourselves once again who we surely are in Christ Jesus, stewards of your many gifts. 
Amen. 
 

† † † † † 
 
 
V. In Calling a Pastor, We Consider the 
Changing Context/New Opportunities and Challenges 

Listen to Colossians 3:12-17. We are being changed. That is what the Spirit of Christ is doing with 
us. 

 
There is a marvelous new-life prayer in the “Evening Prayer/Vespers” of the ELW: 
Lord God, you have called your servants to ventures of which we cannot see the ending, by paths yet 
untrodden, through perils unknown. Give us faith to go out with good courage, not knowing where 
we go, but only that your hand is leading us and your love supporting us, through Jesus Christ our 
Lord. Amen. 

 
We are not the same congregation we were last year, or ten years ago. Times have changed, things 
have changed, we have changed since last calling a pastor. What do those changes mean for the 
calling of a new one? What is different now? How has our community felt the changes? Changing 
demographics, aging populations, new immigrants, all these factors make for renewal in mission 
and ministry, too, in service and witness for the community of faith. Let’s take some time to reflect 
yet again on these new opportunities and challenges as a committee. 

 
Are we more open as a congregation to see the gifts of a candidate we may not have considered so 
seriously before? Many congregations have found that to be true, for example, in looking at single 
candidates, female and older candidates. Pastor Eleanor Hunsberger states the matter boldly, “When 
God calls you to ministry as a person of color, a person who is physically challenged, a person who 
is different, who does not fit the Lutheran mold of this is what a pastor looks like...somehow the 
Holy Spirit removes the barriers and people are able to open up to receive such people.” She goes 
on to say, “We’re helping God, we’re working with the Holy Spirit in this process.” We refresh 
ourselves in these words from scripture about our life in the Spirit: Romans 8:26-30. We are so 
called 
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according to God's purpose. The times may be changing, but we are standing on that solid promise. 

 
Gracious accompanying God, the One in whom we live and move and have our being, give us a 
vision of the times of our lives, the new situations in which we live out our faith in Jesus. May we ask 
anew what it means to be the Church in our time, our place. And as we work to call a new pastor to 
our congregation, may we welcome according to your Spirit the one you are sending to us to lead us 
into the new days ahead. Amen. 
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Means of Identifying Candidates 
 
There are several possible sources for candidate names: 
• From members and friends of the congregation (nomination form included in Resource 5A). 
• From a list of candidates gathered by the synod staff 
• From a rostered minister who may approach the Bishop with a request that their name be 

submitted. 
 
A call committee should forward to the synod office any names received. The Bishop or 
Associate with the Bishop will review the entire list and determine that all candidates who are 
being considered are members “in good standing” on the roster of the ELCA and, therefore, 
eligible for call. The synod will also contact appropriate potential candidates for permission to 
present their names to the call committee of the congregation. 
 
Based on the ministry site profile (MSP) submitted by the congregation, the Bishop or 
Associate with the Bishop will submit to the call committee the names of rostered ministers 
who seem to “match” the profile. These names may or may not include ministers who have 
been suggested to the congregation from other sources. The committee will officially be 
introduced to these candidates through their rostered minister profiles provided by the synod 
office. 

TIMING IS EVERYTHING! 
Who does God have in mind for your congregation? Be prepared to be surprised! ALL 
candidates presented for consideration should be contacted (at least by phone). The candidates 
receive a copy of the ministry site profile and a cover letter indicating they will be contacted by 
the call committee. Do not eliminate a candidate without at least one conversation. 
 
Some Reasons a Rostered Minister may not be Available to Interview 
 
• The minister has been in their current call a fairly short time. Across the ELCA, normally a 

minister is not recommended for a new call if they have served in their current setting for 
three years or less. (There are exceptions, but they are rare and usually include extenuating 
circumstances.) 

• Family considerations can play a significant role for some ministers and their availability. The 
age and schooling of children, the spouse’s occupation, or care for parents or other family 
members are all examples. 

• Sometimes a minister is restricted to a particular area due to matters like custody of children 
or other obligations. 

• Some ministers do not feel comfortable serving in certain settings. A person raised in a city 
may not be a good leader in a rural setting or vice versa, for example. This may also be an 
issue for other family members. 

• The congregation where the rostered minister is currently serving may be in the midst of a 
major project or program, such as a new building program. This might cause them to feel the 
need to remain in their congregation at the current time. 
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Recommended Interview Process 
 
Before interviewing begins, the call committee needs to meet, perhaps several times, to study 
carefully the oral and written information about potential candidates given to it by the synod 
office. The call committee is encouraged to review its commitment to trust and confidentiality at 
this time. Whenever the call committee is no longer considering a candidate, all materials 
related to that candidate shall be destroyed. 
 
Candidate meets with call committee members only. 
• Information packets (Ex.: recent annual report, worship folder, newsletter, listing of staff, 

congregation council members, call committee members, congregation’s constitution and 
mission statement, information about community) should be prepared and sent to each 
candidate prior to interview if possible. 

• Set up appointments for interviews via telephone, followed up with a letter, including date, 
place, and anticipated length of interview. 

• ALWAYS invite the spouse. 
• Arrange for travel, housing, meals. 
• Determine who will meet and welcome the candidate/spouse (recommendation: two people) 
• Escort them around area – provide time to “freshen up” 
• Escort to meal (two to four others join the group) 
• Escort to interview with call committee 
• Next day: two others take to breakfast 
• Option: provide auto to pastor and spouse to look around on own. 
 
Important Notes 

 
• ALL expenses are covered by the congregation 
• Spouse may or may not choose to sit in to observe the interview (spouse should never be 

interviewed) 
• Tell candidates anticipated timetable and who to expect as a contact person. 
• Determine who will write a thank you note after the interview. 
• Determine use of recordings. Recording should take place only with the consent of the 

candidate and with assurances of confidentiality. 
• Determine if a phone, FaceTime or Zoom interview is needed as the first step 
 
When an interview has been scheduled with a candidate, please notify the synod office. 
 
For more thoughts regarding the interview process, please see Resource 5B. 
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Preparing Interview Questions 
 
The call committee selects 8-10 questions that will shape the primary part of the interview. In 
forming these questions, recall the leadership needs identified in the ministry site profile (MSP) 
to form an outline for the upcoming dialogue with the candidate. Realize that this outline is 
flexible. A give-and-take conversation will not necessarily allow you to ask the questions in 
predictable order. (See Resource 5C for sample questions.) 
 
Planning the Interview 
 
A crucial aspect of interviewing is the art of listening. To be a good listener, several things are 
important: 
• Interest: The person being interviewed has invested time and effort to be with you. 

Therefore, they are worthy of the committee’s respect, interest, and undivided attention. 
• Patience: The committee gives the person time to formulate thoughtful answers.   
• Linking: Building on what the person has said, the interviewer asks questions that pick up on 

information already shared in the interview. This indicates that you are listening. 
• Alertness: The committee listens for key words and phrases, making certain that they are 

understood by all. 
• Concentration: The interviewers listen for main ideas, not just facts and figures. They should 

ask themselves, “What is this person telling us?” 
• Clarifying questions: Interviewers ask clarifying questions to make certain they really 

understand what the person is saying. If a response is not clear, the committee should ask for 
it to be clarified. Doing so does not reflect ignorance but demonstrates that the committee is 
truly interested and trying to understand what the person is attempting to communicate. 

• Deliberation: Committee members guard against coming to a hasty decision about a 
candidate. Thorough dialogue with other call committee members and listening to all 
candidates is essential before making a final decision. 

• Body language: Committee members can set the candidate at ease by their own relaxed body 
language, which conveys openness and a welcoming and non-defensive atmosphere. 

 
When interviewing more than one candidate, an attempt should be made to conduct each 
interview in the same setting and manner. The call committee should be consistent in having the 
same person lead the interview each time and plan for committee members to ask the same basic 
questions of each candidate. This will assure that all the bases are covered in each instance once 
the interview process begins. If the call committee eats in a restaurant with one candidate, the 
same pattern should be followed with any subsequent candidates. 
 
If a call committee member has a conflict and will be unable to attend an interview, the interview 
should be rescheduled. It is extremely important, in fairness to all candidates and for effective 
functioning of the committee, that ALL call committee members are present. 
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Interviewing 
 
Much of our communications happens on a non-verbal level; therefore, it is usually best to 
conduct all interviews in person. Because of certain circumstances (extremely high travel 
expenses, inability of the candidate to travel at a particular time, etc.), a phone, FaceTime or 
Zoom interview may be the only possibility. If one candidate is to be initially interviewed by 
telephone or other electronic means, it is recommended that all the candidates be initially 
interviewed in the same manner. 
 
The telephone interview should occur over a speaker or conference phone so that several 
members of the call committee can participate. Likewise, interviews conducted via FaceTime or 
Zoom should be projected if possible. Interviews should follow (as much as possible) the same 
procedure as is outlined in these pages. If you wish to conduct a subsequent face-to-face 
interview with a candidate, a letter of invitation for a personal interview (sample letter under 
Resource 5D) should follow. 
 
For more helpful suggestions for conducting an interview, see Resource 5E. 
 
Please note: No candidate should be released unless he or she has had an initial interview, 
either by phone or in person. Some congregations’ best candidates were ones that did not look 
the best on paper! 
 
Deciding on a Candidate 
 
A process for recommending a candidate to the council and congregation: 
• The “matching” of strengths from profiles 
• A ranking format – more objective process 
• Sensing the connection – intuitive – a subjective process 
• PRAY, PRAY, PRAY! 
• “It seemed good to the Holy Spirit and us…” 
 
Using a ranking format: Each call committee member receives a piece of paper with a grid on 
it. After the interview is completed, each member “grades” the categories with a predetermined 
value-system. (Ex.: Category is “strength as a pastoral care person.” Each ranks their impression 
from the conversation with a 1-5, with 1 as lowest and 5 as highest.) 
 
Tabulate the whole group’s rankings by category to get an impression on how the call committee 
generally feels about each person and each category. This should not be a predominant 
determining factor in deciding to recommend a candidate but can help the call committee 
discover its own sensing and impressions. 
 
If it’s determined that none of the candidates can be recommended, then usually a meeting with 
the call committee is held to “debrief" and learn from the experience. This may help clarify the 
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committee's expectations and also answer questions which may have arisen about how to 
proceed. Discussion with the synod office will determine the next steps and possible candidates. 
 
As your committee engages in the process of selecting one candidate whose name will be 
recommended to the congregation council, it will be important to do several things: 
• Ask again for the guidance of the Holy Spirit 
• Review and clarify understandings of what it means for the committee to reach a consensus 
• Allow ample time for each call committee member to speak and be heard 
• Come to a decision measured against the top leadership needs of the congregation 
• Choose the most suitable candidate, not necessarily the one you think is most likely to accept 

the call. 
 
While listening to your own heart and impressions, go beyond asking, “Which candidate do I 
favor?” to ask, “Which person can best serve our congregation?” 
 
Follow Up 
 
The call committee should send a letter of appreciation to each candidate for their willingness to 
be interviewed. This letter may encourage the candidate to address any additional questions or 
concerns to the call committee. Any expense reimbursement not made at the time of the 
interview should be made now. Again, a promise of keeping the candidate current regarding the 
call process is essential. 
 
It is crucial that the call committee immediately notifies the candidate when they are no 
longer being considered. This decision should also be submitted immediately to the synod 
office. Since it is the practice of many bishops to invite a rostered minister to interview 
exclusively for one call at a time, this notification will allow the bishop or associate with the 
bishop, in consultation with the candidate, to submit the minister’s name to another congregation 
currently in the call process. (See Resource 5F for a sample letter.) 
 
Recommendation to the Council 
 
Once the call committee has decided upon a candidate to recommend, a meeting of the 
congregation council will be called. The entire call committee or only the chair of the committee 
may be present at this meeting. Careful preparation by the call committee member who is chosen 
to present the candidate is important. Thorough information about the candidate with ample 
opportunity for dialogue between the call committee and the council will enable the congregation 
council to come to a decision regarding concurrence with the call committee’s recommendation. 
 
The council president and vice president should meet with the candidate to discuss the 
compensation and benefits package (see Resources 5G and 5H) once the council decides to call 
a congregational meeting. 
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The congregation council may choose to meet the candidate the call committee recommends, or 
the council may decide to accept the recommendation and forward it directly to the congregation.  
The council may also arrange for the recommended candidate to meet with the congregation at 
an informal gathering sometime before the congregation meets to vote on the call.  This could be 
a coffee hour, lunch, or potluck meal where the candidate could give a devotional and share 
some personal information, followed by informal visiting.  This should not be a public question 
and answer session; specific questions regarding salary, housing, benefits, and possible timetable 
are appropriate only with the members of the congregational council. If there is a spouse, they 
may be encouraged to be fully involved in the occasion, with warmth and hospitality as 
benchmarks of planning. 
 
Resources 
+ 5A – Rostered Minister Candidate Nomination Form 
+ 5B – More Thoughts Regarding the Interview Process 
+ 5C – Sample Interview Questions 
+ 5D – Sample Letter – Invitation for Personal Interview Following Initial Phone Interview 
+ 5E – Conducting the Interview 
+ 5F – Sample Letter – Release of Candidate Following Interview 
+ 5G – Definition of Compensation, Benefits, and Responsibilities Forms 
+ 5H – Steps for Completion of Compensation Form 
 
 
 



Resource 5A – Page 1 of 2 

 

 

 

Rostered Minister Candidate Nomination Form 

This form is to provide uniform information about individual rostered ministers, which congregation 
call committees can submit to the synod office for consideration. Nominations for candidates to fill a 
particular opening may come from any of three sources: 

1. Rostered Ministers may express interest in a congregation (or another minister may 
suggest someone for consideration). 

2. The synod office may present rostered ministers for congregational deliberation. 
3. A congregation’s members may identify a rostered minister(s) they feel might meet their 

needs. 
 
Several factors may need to be considered before a rostered minister will be ultimately 
presented to the call committee. Among these: 

1. If not on the roster of the Eastern North Dakota Synod, the bishop of the synod where the 
minister is rostered may not give permission to contact the individual. (Inappropriate timing 
in light of personal or contextual needs or pastoral or personal issues may preclude contact 
at the present time.) 

2. Rostered ministers may not wish to have their names go forward. The timing may not be right 
to consider a change in call in light of personal and pastoral needs. This is a decision everyone 
needs to respect! 

3. In light of the congregational needs and the particular rostered minister’s gifts, the synod 
office may decide it is inappropriate to recommend the individual to the congregation. 

 
Please realize all contacts need to be made through the synod office. 

 
Your name    

Telephone number   

Congregational call committee recommendation: 
 
Does the committee endorse this nomination (circle one) YES NO 
Why or why not? 

 
 

 
 

 
 
 
Signed by call committee chair:   
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Congregation name/city:   
 
 
Candidate’s name:  

Mailing address: 

 
 

Telephone number:   
 

Rostered Minister’s current congregation and address (if known): 
 
 
 
 
 
 

1. How do you see this rostered minister’s gifts, leadership skills, and abilities helpful to furthering 
your congregation’s mission and ministry? 

 
 
 
 
2. How do you know this rostered minister? 

 
 
 
 
3. Why might this rostered minister want to consider your congregation for their next call? 

 
 
 
 
4. Other comments: 



 
 

More Thoughts Regarding the Interview Process 
 
 
1. Interviews often have both formal and informal components. The informal conversations serve as 

“ice breakers” before the more formal interview. For example, an interview might begin with a tour 
of the community (hosted by one or two members of the call committee) followed by a meal with the 
entire call committee. The more structured conversation might then follow. Allowing an hour for 
the tour, an hour for the meal, and two hours for the formal interview, many congregations schedule 
at least a four-hour block of time for this initial meeting. 

 
2. Call committees may find it helpful to watch a candidate lead worship and preach. This can be done 

in one of three ways. First, it is possible to arrange a “site visit” to a candidate’s congregation on a 
Sunday morning. If this is done, we suggest sending only a couple members to worship in order to 
be as discrete as possible. (Don’t take the entire committee and arrive in the church bus!) It is also 
important to inform the candidate in advance about any congregational visit. Second, most call 
committees find it helpful to schedule a visit like this after the initial interview. Third, it is often 
possible to request a recording of a candidate leading worship, an option which allows the entire 
call committee to view the candidate “in action”. 

 
3. It is the call committee’s responsibility to contact the candidates on a regular basis about their status 

in the call process. Your candidates are all aware that they are involved in your call process; in fact, 
they have been reading your ministry site profile as you have been reading their rostered minister 
profiles. Consequently, they are awaiting word as to their status in your process. Regardless of your 
decisions concerning these candidates, out of courtesy and respect for the candidates, please keep in 
regular communication with them, especially at the point when it is clear that they are not going to 
be considered for call. (It is possible that the candidates are also being considered by other 
congregations, so it is important for them to know where they stand in your process.) 

 
4. In addition to the candidates, please keep in constant communication with everyone involved 

(council, congregation, synod office, each other) throughout the interview process. 
 
5. It is the congregation’s responsibility to reimburse candidates for any expenses incurred during 

the interview process. Please ask your candidates for their mileage figures, as well as any receipts 
for housing or meals, in order to reimburse them in a timely manner. 

 
6. Confidentiality is crucial throughout this stage of the call process. While it is important to keep 

communication high at this point in general (see #3), the specific details concerning the candidates 
are for the call committee’s eyes only. Consequently, if a parishioner asks who the candidates are 
that the call committee is interviewing, you might say, “Thank you for asking and caring about the 
call process. To answer your question, we are interviewing several strong, healthy, faithful 
candidates.” If the parishioner persists in knowing details, please refer them to the synod office, 
701-232-3381, and a member of the synod staff will gladly explain why this is confidential. 

 
7. Thank you for your leadership during this exciting time in your congregation’s life. May God give 

you wisdom, courage, and patience for the work ahead. 

 

Resource 5B 
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Sample Interview Questions 
 
This list of possible questions is not comprehensive, but merely suggests issues you might want to raise 
with the candidate in areas connected with parish life. Select 8-10 questions that will shape the primary 
part of the interview. 

Preaching/Worship Leadership 
1. Describe how you go about preparing for the worship service on Sunday morning. 
2. Think back in your ministry and tell me about the most difficult sermon you ever preached. 
3. Share some of your thoughts about the worship life of a congregation. 

Social Ministry 
1. Tell me how you evaluate community needs and community strengths. 
2. Describe how you have contributed to the quality of life in your community. 
3. Describe how you go about motivating members of your congregation to respond to community 

needs. 

Administration 
1. Describe the steps you take normally when working with groups to achieve consensus or 

cohesiveness. 
2. How would you describe your style of leadership in overseeing the work of the 

congregation? 
3. Tell me about a period in your life when you had to manage multiple demands in your work 

and how you determined priorities. 

Teaching 
1. How do you evaluate the faith development of others? 
2. Describe your approach to helping adults to grow in their faith. 
3. Describe your approach to teaching children and young people about the Christian faith. 

Stewardship 
1. Describe how you have helped others grow in their personal stewardship. 
2. In what ways have you helped members understand the management of their money and their 

responsibilities as Christian stewards? 
3. Describe the development of your personal sense of Christian stewardship. 

Evangelism/Mission 
1. Describe ways in which you typically become acquainted and associate with unchurched people in 

your community. 
2. What kind of guidance and training do you provide members of your congregation for reaching 

unchurched persons in the community? 
3. Describe how you have achieved a multicultural approach to your ministry. 

Inter-personal Climate 
1. What steps do you take in helping others feel secure, trusted, and open with you? 
2. When pressure mounts, how do you maintain your cool in ministry? 
3. Describe an experience where conflict arose between you and another person and how resolution 

was finally achieved. 

Ministry in Crisis 
1. Describe your style of ministry to persons in crisis. 
2. Describe how you have used the establishment of boundaries to strengthen your ministry. 
3. How do you assess your own professional limitations when ministering to persons in crisis? 
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Interpret Theology 
1. Describe ways in which you communicate the faith. 
2. Describe your skills as teacher and preacher. 
3. What resources do you use to remain theologically and biblically fresh and current? 

Innovation/Creativity 
1. Describe your approach to introducing new ideas in the congregation. 
2. Describe your current vision for ministry and how you would help others in the congregation to 

capture that vision. 
3. Think back in your ministry and describe a situation that was stagnant or failing and 

describe how you stepped in to revitalize it. 

Participant in the Larger Church 
1. Describe how you have guided your congregation into understanding their relationship to the 

greater church. 
2. Describe your participation in the work of the church beyond the congregation, including 

ecumenical relationships, church agencies, and institutions. 
3. Describe what your congregation believes to be their role as a congregation of the ELCA. 

Personal Growth 
1. Describe some of your most important accomplishments and how you went about reaching 

those goals. 
2. How do you work at making yourself more effective in your work? 
3. Briefly describe ways in which you care for yourself physically, emotionally, socially, and 

spiritually. 

Call to Ministry 
1. Briefly describe the events which led you to prepare for the ministry. 
2. Describe the process of deliberation which helps you determine God’s call. 
3. In what ways has your call to ministry changed over the years? 

 
Questions Candidates May Ask 

 
An effective interview is a two-way street, with the candidate also bringing questions and concerns. 
Allow time and opportunity for the candidate to ask questions and be prepared to address them. Questions 
that may be asked of you as a committee: 

1. What is the focus of your congregation? Describe your mission. 
2. What is the role of staff and what is the role of the laity in your congregation? 
3. How many people are involved in leadership roles? How are lay people involved in 

worship? 
4. In your opinion, how are decisions made in your congregation? 
5. What long- and short-term goals has the congregation adopted? When was the last time an in-depth 

self-study was conducted? 
6. What is the congregation’s commitment to support of and partnership with the synod and the 

ELCA? 
7. How does the congregation respond to change and how are changes made? 
8. What part should family members of staff play in the congregation? 
9. What would you display on a highway billboard regarding your congregation? 

10. Why did the previous pastor leave? 
11. Are there skeletons in the closet that I should know about in considering the call here? 



 
 

Sample Letter – 
Invitation for personal interview following initial phone interview 

Date 
 
(Rev. or Deacon) Jane R. Doe 
Address 
City, State Zip 

Dear (Pastor or Deacon) Doe: 

On behalf of the call committee at  Lutheran Church, I express our 
sincere appreciation for the opportunity to visit with you on  . I 
thought it was a very helpful and informative interview. It certainly allowed us to gain a 
clearer perspective regarding your many gifts as a Lutheran minister and we thank you for 
that. (Make reference to some of those gifts.) 

 
After careful and prayerful discernment, it is our wish to invite you to meet personally with 
(indicate who would be included in that meeting) in order for us to become better acquainted 
and to discuss in greater depth the current leadership needs of this congregation. 

 
If married… 
Please consider this invitation to also include your spouse. We would like to arrange a time 
when this visit would be convenient for you. Once we have arrived at a suitable time, we 
will arrange accommodations for you (and your spouse) while you are here. Please plan to 
spend (indicate the length of time) with us so that we might more fully explore our mutual 
vision for ministry. 

 
Expenses which you incur, including your transportation, will be reimbursed by the 
congregation. We look forward to hearing from you at your earliest convenience. If you have 
special needs, please make them known and we will try to accommodate them. I can be 
reached by phone at ________________. 

 
I wish God’s richest blessings on your continued ministry. 

Sincerely yours, 

 

Your Name 
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Conducting the Interview 

The call committee designates a committee member to host the candidate. Be certain that this 
committee member is on hand well before the candidate’s anticipated arrival at the interview 
location. If the interview is to take place in the church building and if time permits, the host 
might consider providing a guided tour of the church facilities before the interview. The call 
committee may also decide to host the candidate at a local restaurant before the interview. 

 
Following brief, informal introductions, a member of the call committee may conduct opening 
devotions, or prior to their arrival, some committees invite the candidate to lead devotions. 
Following devotions, committee members may again introduce themselves to the candidate, 
identifying their vocations and roles played in the congregation. 

 
The committee member chosen to direct the interview should then outline for the candidate the 
anticipated procedure for the interview, indicating the time allotted for the interview, the 
“question and answer” format, and an invitation to the candidate to ask questions of the call 
committee. 

 
It is appropriate for the call committee chair to ask the candidate to tell the committee something 
about themselves. The invitation, “Tell us something about yourself,” is purposefully general and 
open-ended. A time limit of five to seven minutes is suggested for this opening self-introduction 
by the candidate. 

 
The formal questioning with prepared questions now begins, remembering that it is very 
important that the same questions are asked of each candidate for later comparison. Questions 
may be assigned to various members of the call committee, thereby assuring that all present 
actively participate. 

 
If the response from the candidate seems incomplete or unclear, the person asking the 
question may pose a follow-up question, asking for elaboration, clarification, or examples. 
The committee should not expect finely polished, textbook-accurate answers to spur-of-the-
moment questions. If committee members are not satisfied with the answer, clarification 
can be requested before the next question is asked. 

 
A committee member may be designated to record candidate responses during the interview, for 
further scrutiny by the committee. Note-taking should be done as unobtrusively as possible, 
and, if note-taking is to occur, the committee chair should explain the purpose of the note-
taking to the candidate. Some committees might consider recording the interview. Recording 
should take place only with the consent of the candidate and with assurances of 
confidentiality. 

 
In formulating questions, carefully avoid ones which can be answered with a 
response of “yes” or “no.” For example, the questioner should not ask, “Do you think you are 
effective in your ministry to youth?” The candidate will almost surely answer, “Yes.” Rather, 
ask, “Describe how you minister to youth. Give us some examples of how you have worked 
effectively with youth in your current or former parish.” 
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When the committee has completed its list of pre-selected questions, the committee chair may 
invite additional questions. Though the call committee is “in charge” of the interview, it is helpful 
to remember that the interview is intended to be a dialogue and not an inquisition! This is 
intended to be a “mutual” interview. Invite the candidate to ask questions and provide additional 
comments during the interview. 
 
The committee member leading the interview is responsible for keeping the interview within the 
anticipated time period previously established. Prolonged interviews are usually counter-
productive. If all is not accomplished in the first interview, a second interview can be scheduled. 
 
In concluding the interview, the candidate may be invited to “answer questions not asked” or make 
any other comment they would like to make. The candidate should be thanked for coming and 
encouraged to be in phone contact with a designated member of the call committee if there are 
additional questions which occur to the candidate in the days following the interview. 
 
The call committee should indicate to the candidate the approximate timetable involved in the 
completion of the congregation’s call procedures. If possible, at the conclusion of the interview, 
the committee should reimburse the candidate for any expenses incurred, such as travel costs, 
overnight accommodations, and meals. If the reimbursement cannot occur at the time of the 
interview, it should be completed within the following week and an appropriate explanation 
given to the candidate. 
 
While the interview is still fresh in the minds of committee members, it might be useful to 
reconvene the call committee upon the candidate’s departure for sharing initial impressions. It is 
important that these shared impressions are recorded for later reference. 



 
 
 
Sample Letter – Release of candidate following the interview 

 
 
Date 

 
(Rev. or Deacon) John H. Doe  
Address 
City, State Zip 

Dear (Pastor or Deacon) Doe: 

On behalf of the call committee at  Lutheran Church, I 
express our sincere appreciation for the opportunity to visit with you on 
 . I thought it was a very helpful and informative interview. It certainly 
allowed us to gain a clearer perspective regarding your many gifts as a Lutheran 
minister and we thank you for that. (Make reference to some of those gifts.) 

 
After careful and prayerful discernment, it is our conclusion to release you from further 
consideration. I hope you will not interpret this decision as a personal reflection on your 
skills as a rostered minister. It is really intended to be a reflection on our assessment of the 
current leadership needs of this congregation and our effort to find the person who best 
meets those criteria. 

 
If you have questions or concerns about the interview, I would be happy to discuss 
them with you. You may contact me at  . 

 
I wish God’s richest blessings on your continued ministry.  

Sincerely yours, 

 

Your Name 
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Appendix A – form 1 
 

Definition of Compensation, Benefits, 
& Responsibilities – Word & Sacrament Rostered Minister [with parsonage] 

Prepared by (congregation name)   

for the Reverend  

on a  full- or  -time basis for the period of  to  . 
 

A. COMPENSATION 
The congregation will provide the following annual compensation: 
1.  a. Annual Base Salary $ 

b. Social Security Allowance on Base Salary (7.65% of line 1a) 
 

$ 
c. Subtotal 

 

$ 
d. Housing (30% of line c) 

 

$ 
e. Utilities allowance (if paid directly to the minister*) 

 

$ 
f. Furnishings allowance (if paid directly to the minister*) 

 

$ 
g. Subtotal of lines d, e & f 

 

$ 
h. Social Security Allowance on Housing (7.65% of line g) 

 

$ 
2. Total Defined Annual Compensation (1a – h) 

 

$  
3. Housing equity allowance (3% of line 4 – paid to Portico) $  
4.  Total Cash Compensation $  

B. PENSION AND OTHER BENEFITS 
The congregation will sponsor the pastor in Portico, the Pension and Other Benefits Program of the Evangelical 
Lutheran Church in America, which provides retirement, disability, survivor, and medical/dental coverage. 
(Sponsorship will include medical/dental coverage for the pastor’s spouse and children unless they have other 
employer-provided group medical insurance coverage and the pastor consents to waiving medical/dental coverage) 
1. ELCA Pension at  % of defined compensation (10, 11 or 12%) $   
2. ELCA Medical-and-Dental Insurance (please check one): 
 Member only $   
 Member and spouse $   
 Member and children $   
 Member, spouse, and children $   
 Coverage waived (if coverage is waived, a Healthcare Allowance should be negotiated) 

3. Other insurance or benefits: 
$   

 

C. EXPENSES 

The congregation will provide payment or reimbursement for the following expenses related to this pastor's ministry: 
1. Automobile and travel allowance $  
2. Other professional expenses (cell phone) $  
3. Expenses for official meetings of the synod (registration/lodging/mileage) $  

(e.g. Synod Assembly, Fall Theological Conference – recommended at $500-$1000) 
4. Continuing Education ($1,000 recommended; minimum $700 from congregation) $  
5. Other   $  

(e.g. Housing Equity paid directly to Portico, First Call Theological Education ($300-$500), etc.) 
6. Pay moving expenses to this congregation/parish: $  

*if paid directly to the pastor, they are considered taxable income. If paid by the congregation to the vendor, amounts are not 
taxable income. Please work with your tax professional to determine what is best for the pastor and the congregation. 
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Appendix A – form 1, cont. 
 

Definition of Compensation, Benefits, 
& Responsibilities – Word & Sacrament Rostered Minister [with parsonage] 

 
D. AGREEMENT 

1. Vacation time of  per year, including  Sundays; 
(Recommend: five (5) weeks (25 days), including five (5) Sundays) 

2. Continuing education time of  weeks per year 
(Recommended: minimum of two (2) weeks/year, including two (2) Sundays, may be accumulated up to three 
years, as reflected in a continuing-education agreement developed by the pastor and congregation council); 

3. Participation in a First-Call Theological Education Program, where applicable; 
4. Ongoing care through a Mutual Ministry Committee; 
5. Up to two months of continued salary, housing, and contributions to the ELCA Pension and Other Benefits 

Program (Portico) in a 12-month period in the event that the pastor is physically or mentally disabled (Provision 
may be made for further unpaid time for disability recovery as agreed by the congregation, but with the 
stipulation that unused accumulated sick leave will not be compensated at the end of this call.); and 

6. Where applicable, parental leave up to six (6) weeks with full salary, housing, and benefits. 
 

A description of the particular responsibilities of this position may be attached to this 
"Definition of Compensation, Benefits, and Responsibilities" form OR the following may be completed. 

E. OTHER PROVISIONS 
Special emphases of the pastor and special encouragement by the congregation: 
1. During this time period, the pastor will give special attention in ministry to the following: 

(a)   
(b)   
(c)   
(d)   

2. The congregation will encourage this pastor's ministry in the following ways: 

(a)   
(b)   
(c)   
(d)   

F. OTHER MATTERS (Ex: accountability matters, service on synodical or churchwide boards and 
committees, work in church-camp programs, and other such details) 

 
 
 

We, the undersigned, certify that the necessary approvals of the congregation and congregation council have been 
granted for the provisions set forth above. 

 
Date:     

Congregation President 
 

I certify that I accept the above statement:   
Council Secretary 

 
 

The Reverend   Date:   
 

Note: Retain originals in a record for the congregation/parish. Make a copy for the pastor. Send a copy to the synod office. 
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Appendix A – form 2 
 

Definition of Compensation, Benefits, 
& Responsibilities – Word & Sacrament Rostered Minister [no parsonage] 

Prepared by (congregation name)   

for the Reverend   

on a  full- or  -time basis for the period of  to  . 
 

A. COMPENSATION 
The congregation will provide the following annual compensation: 
1. a. Annual Base Salary $  

b. Housing Allowance $  
2. TOTAL of 1a + 1b $  
3. Social Security Allowance (7.65% of line 2[salary + housing allowance]) $  
4. Total Defined Annual Compensation (total of lines 2 + 3; amount used by Portico & IRS)$  

 

B. PENSION AND OTHER BENEFITS 
The congregation will sponsor the pastor in the Pension and Other Benefits Program of the Evangelical Lutheran 
Church in America (Portico), which provides retirement, disability, survivor, and medical/dental coverage. 
(Sponsorship will include medical/dental coverage for the pastor’s spouse and children unless they have other 
employer-provided group medical insurance coverage and the pastor consents to waiving medical/dental coverage 
for them under the ELCA Pension and Other Benefits Program.) 
1. ELCA Pension at  % of defined compensation (10, 11 or 12%) $   
2. ELCA Medical-and-Dental Insurance (please check one): 
 Member only $   
 Member and spouse $   
 Member and children $   
 Member, spouse, and children $   
 Coverage waived (if coverage is waived, a Healthcare Allowance should be negotiated) 

3. Other insurance or benefits: 
$   

 

$   
 

C. EXPENSES 

The congregation will provide payment or reimbursement for the following expenses related to ministry: 
1. Automobile and travel allowance 
2. Other professional expenses (cell phone) 
3. Expenses for official meetings of the synod (registration/lodging/mileage) 

$  
$  
$  

(e.g. Synod Assembly, Fall Theological Conference – recommended at $500-$1000)  
4.  Continuing Education ($1,000 recommended; minimum $700 from congregation) $  
5.  Other   $  

(e.g. First Call Theological Education ($300-$500), etc.)  
6.  Pay moving expenses to this congregation/parish: $  

 
D. AGREEMENT 

1. Vacation time of  per year, including  Sundays; 
(Guideline: five (5) weeks (25 days), including five (5) Sundays) 



A description of the particular responsibilities of this position may be attached to this document. 
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Appendix A – form 2, cont. 
 

Definition of Compensation, Benefits, 
& Responsibilities – Word & Sacrament Rostered Minister [no parsonage] 

 
2. Continuing education time of  weeks per year 

(Recommended: minimum of two (2) weeks/year, including two (2) Sundays, may be accumulated up to three 
years, as reflected in a continuing-education agreement developed by the pastor and congregation council); 

3. Participation in a First-Call Theological Education Program, where applicable; 
4. Ongoing care through a Mutual Ministry Committee; 
5. Up to two months of continued salary, housing, and contributions to the ELCA Pension and Other Benefits 

Program (Portico) in a 12-month period in the event that the pastor is physically or mentally disabled (Provision 
may be made for further unpaid time for disability recovery as agreed by the congregation, but with the 
stipulation that unused accumulated sick leave will not be compensated at the end of this call.); and 

6. Where applicable, parental leave up to six (6) weeks with full salary, housing, and benefits. 
 

A description of the particular responsibilities of this position may be attached to this 
"Definition of Compensation, Benefits, and Responsibilities" form OR the following may be completed. 

E. OTHER PROVISIONS 
Special emphases of the pastor and special encouragement by the congregation: 
1. During this time period, the pastor will give special attention in ministry to the following: 

(a)   
(b)   
(c)   
(d)   

2. The congregation will encourage this pastor's ministry in the following ways: 

(a)   
(b)   
(c)   
(d)   

F. OTHER MATTERS 
(Ex: accountability matters, service on synodical or churchwide boards and committees, work in church-camp 
programs, and other such details) 

 
 
 

We, the undersigned, certify that the necessary approvals of the congregation and congregation council have been 
granted for the provisions set forth above. 

 
Date:     

Congregation President 
 
 

 

 
I certify that I accept the above statement: 

 
 

The Reverend   

Council Secretary 
 
 
 
 

Date:   
 

Note: Retain originals in a record for the congregation/parish. Make a copy for the pastor. Send a copy to the synod office. 
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Definition of Compensation, Benefits, 
& Responsibilities -- Word & Service Rostered Minister 

Prepared by (congregation name)   

for (Deacon’s name)   

on a  full- or  -time basis for the period of  to  . 
 

A. COMPENSATION 
The congregation will provide the following annual compensation: 
1. Annual Base Salary $  
2. Housing Allowance $  

*A member of the Word & Service Roster should consult with a tax advisor regarding housing allowance 
questions 

3. Annual Defined Compensation (total of lines 1 + 2; amount used by Portico & IRS) $  
 

B. PENSION AND OTHER BENEFITS 
The congregation will sponsor the deacon in the Pension and Other Benefits Program of the Evangelical Lutheran 
Church in America (Portico), which provides retirement, disability, survivor, and medical/dental coverage. 
(Sponsorship will include medical/dental coverage for the deacon’s spouse and children unless they have other 
employer-provided group medical insurance coverage and the deacon consents to waiving medical/dental coverage 
for them under the ELCA Pension and Other Benefits Program.) 
1. ELCA Pension at  % of defined compensation (10, 11 or 12%) $   
2. ELCA Medical-and-Dental Insurance (please check one): 
 Member only $   
 Member and spouse $   
 Member and children $   
 Member, spouse, and children $   
 Coverage waived (if coverage is waived, a Healthcare Allowance should be negotiated) 

3. Other insurance or benefits: 
$   

 

$   
 

C. EXPENSES 

The congregation will provide payment or reimbursement for the following expenses related to the ministry: 
1. Automobile and travel allowance $  
2. Other professional expenses (cell phone) $  
3. Expenses for official meetings of the synod (registration/lodging/mileage) $  

(e.g. Synod Assembly, Fall Theological Conference – recommended at $500-$1000) 
4. Continuing Education ($1,000 recommended; minimum $700 from congregation) $  
5. Other   $  

(e.g. First Call Theological Education ($300-$500), etc.) 
6. Pay moving expenses to this congregation/parish: $  

D. AGREEMENT 
1. Vacation time of  per year, including  Sundays; 

(Guideline: five (5) weeks (25 days), including five (5) Sundays) 
2. Continuing education time of  weeks per year 

(Recommended: minimum of two (2) weeks/year, including two (2) Sundays, may be accumulated up to three 
years, as reflected in a continuing-education agreement developed by the Deacon and congregation council); 



Council Secretary 

I certify that I accept the above statement: 

Deacon’s Signature:  Date:   
Note: Retain originals in a record for the congregation/parish. Make a copy for the deacon. Send a copy to the synod office. 

A description of the particular responsibilities of this position may be attached to this document. 
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APPENDIX A – form 3, cont. 
 

Definition of Compensation, Benefits, 
& Responsibilities -- Word & Service Rostered Minister 

3. Participation in a First-Call Theological Education Program, where applicable; 
4. Ongoing care through a Mutual Ministry Committee; 
5. Up to two months of continued salary, housing, and contributions to the ELCA Pension and Other Benefits 

Program (Portico) in a 12-month period in the event that the deacon is physically or mentally disabled 
(Provision may be made for further unpaid time for disability recovery as agreed by the congregation, but with 
the stipulation that unused accumulated sick leave will not be compensated at the end of this call.); and 

6. Where applicable, parental leave up to six (6) weeks with full salary and benefits. 
 

A description of the particular responsibilities of this position may be attached to this 
"Definition of Compensation, Benefits, and Responsibilities" form OR the following may be completed. 

E. OTHER PROVISIONS 
Special emphases of the deacon and special encouragement by the congregation: 
1. During this time period, the deacon will give special attention in ministry to the following: 

(a)   
(b)   
(c)   
(d)   

2. The congregation will encourage this deacon's ministry in the following ways: 

(a)   
(b)   
(c)   
(d)   

 
F. OTHER MATTERS 

(Ex: accountability matters, service on synodical or churchwide boards and committees, work in church-camp 
programs, and other such details) 

 
 
 

 
We, the undersigned, certify that the necessary approvals of the congregation and congregation council have been 
granted for the provisions set forth above. 

 
 

Date:     
Congregation President 
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Steps for Completion of Definition of Compensation, Benefits, and 
Responsibilities Forms 
There are 3 forms to choose from. Choose the one that corresponds to your needs. 

 Form 1: Word and Sacrament Rostered Minister [with parsonage] 

 Form 2: Word and Sacrament Rostered Minister [no parsonage] 

 Form 3: Word and Service Rostered Minister (Deacon) 
 
1st LINE: Name and address of congregation 

2nd LINE: Name of pastor or deacon 

3rd LINE: Indicate full-time or percent of full-time (50%, 75%, etc.) and duration (normally 
one year, with annual review) 

 

A. COMPENSATION 

LINE A.1.: List base salary (see chart in EaND Compensation and Policy Guidelines at 
http://www.eandsynod.org/#/call-process/call-process-resources ) 

Housing Allowance.: 

List dollar amount of housing allowance if parsonage is not provided. The standard amount is 
30% of base salary. Pastors may designate a percentage of salary devoted to housing 
allowance. The designation of the percentage and amount of salary devoted to housing 
allowance must be done in an annual resolution of the congregation council’s minutes. The 
individual pastor is finally responsible for any tax implications of the housing allowance. 

Compensation does not include every expense or benefit connected with a particular ministry. 

Social Security Allowance.:  

List dollar amount of any payment allowance for “Self-employed Social Security.” (Ex.: 7.65% 
of sum of base salary plus housing allowance) 

Other considerations.: 

If a parsonage or other housing is provided, consider costs of a utilities allowance (if 
provided) and/or furnishings (if any). Congregations are encouraged to help provide for 
future housing needs of a pastor by establishing housing equity. This is done by making 
additional employer contributions through a housing equity agreement with Portico Benefit 
Services. See Clergy Housing section of the Synod Compensation and Policy Guidelines 
(http://www.eandsynod.org/#/call-process/call-process- resources) for determination of 
housing equity rate. 

 
 
B. PENSION AND OTHER BENEFITS 

The Pension and Other Benefits Program of the Evangelical Lutheran Church in America was established 
to provide the rostered minister with retirement, disability, survivor, and medical/dental coverage. This 
program is currently managed by Portico Benefits Services. 

LINE B.1.: Indicate percentage of contribution on the basis of the defined compensation of the rostered 
minister (sum of base salary, FICA allowance, and cash housing allowance – or, if parsonage 
is provided, base salary plus 30% of sum of base salary and FICA allowance). The 

http://www.eandsynod.org/%23/call-process/call-process-resources
http://www.eandsynod.org/%23/call-process/call-process-resources
http://www.eandsynod.org/%23/call-process/call-process-resources
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percentage is based on current requirements of the plan and the policy of the synod for 
Letters of Call. See ELCA Portico web site 
(https://employerlink.porticobenefits.org/Home/Resources/Calculators.aspx) for current rates 
and calculator. 

LINE B.2.: Sponsorship will include medical/dental coverage (where applicable) for the rostered 
minister’s spouse and children unless they have other employer-provided group medical 
insurance and the rostered minister consents to waiving medical/dental coverage under the 
ELCA Pension and Other Benefits Program. 

LINE B.3.: List amounts of other insurance or benefits to be provided to the rostered minister. (Ex.: 
Flexible Spending Account) 

C. EXPENSES 

Expenses are NOT part of the rostered minister’s compensation. Rather, these items represent payment of 
costs related to the carrying out of this ministry. 

LINE C.1.: Automobile expenses may be covered by a specified total annual amount or on an actual 
recorded mileage basis. It is recommended that this reimbursement be paid in accordance with 
the rules of the Internal Revenue Service. Other travel allowance provisions would be noted 
here as well. 

LINE C.2.: Indicate amount to be provided for other professional expenses, such as an allowance for 
theological books, periodicals, vestments, monthly cell phone service or other costs incurred 
in the performance of the duties of the office. 

LINE C.3.: Coverage of expenses for official meetings of the synod (synod assembly, synod 
theological conference) is required. 

LINE C.4.: Indicate amount provided for continuing education. (Note: Newly-rostered ministers and lay 
leaders are required to participate in the First-Call Theological Education program during their 
first three years of rostered service. 
Congregations are expected to pay these costs.) With the exception of First- Call Education 
needs, this amount is often a shared expense between congregation and minister. Example: 
$1000 where pastor is responsible for $300 and congregation assumes the remaining $700. 

LINE C.5.: List other items and amounts to be provided for them. 

LINE C.6.: For rostered minister accepting a call, define arrangements and reimbursements for moving 
expenses. Moving expenses normally are paid in full by the calling congregation. 

 

D. AGREEMENT 

LINE D.1.: Enter vacation time. Normally five weeks per year encompassing five Sundays are provided. 

LINE D.2.: Enter time for continuing education. Minimum recommendation is indicated on the form. 
LINE D.3.: Provision must be made for the First-Call Theological Education program for newly-rostered 

ministers and lay leaders during their first three years of rostered service. (Currently 
approximately $250/year for annual retreat, as well as mileage and time to participate). 

LINE D.4.: This provides a reminder of the congregation’s commitment to the care exercised by a 
Mutual Ministry Committee (C13.04. in the Model Constitution for Congregations). 

LINE D.5.: Disability leave provisions are coordinated with the ELCA Pension and Other Benefits 
Program (Portico Benefit Services) and with Social Security. 

a. If the rostered leader becomes medically disabled, up to two months of continued salary, 
housing, and contributions to Portico in a 12- month period are to be provided by the 

https://employerlink.porticobenefits.org/Home/Resources/Calculators.aspx
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congregation. 

b. Provision may be made for further unpaid time for disability recovery as agreed by 
the congregation, but with the stipulation that unused accumulated sick leave will not be 
compensated at the end of the call. 

LINE D.6.: Parental leave is noted. (See Compensation Guidelines section on Parental Leave). 
 
A DESCRIPTION OF THE PARTICULAR RESPONSIBILITIES OF THE POSITION MAY BE 
ATTACHED OR CONTINUE WITH E. AND F. 

 
 
E. OTHER PROVISIONS 

A list may be included here indicating the areas to which the rostered minister will give special attention 
and the ways in which the congregation will offer encouragement. (Ex.: Sabbatical policy – 1-3 months for 
every 5-7 years in current call) 

 

F. OTHER MATTERS 

Additional detail may be inserted here related to the broader responsibilities that a rostered minister 
may carry in the life of the church. 

 

SIGNATURES 

Normally, the president or vice-president of the congregation and council secretary sign and date the 
document, which is forwarded with the Letter of Call to the synod office. After review, the agreement 
is sent from the synod office to the rostered minister being called. When accepting the agreement, the 
rostered minister signs and dates the document. 
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Calling Your New Rostered Minister – the Congregational Meeting 
 
The congregation council will set a date for a special congregational call meeting for the specific 
purposes of: 
 1.) calling a rostered minister 
 2.) determining the compensation package for the called rostered minister. 
The meeting will be led by the president of the congregation council. Once the date has been 
established, the officers should follow the congregation constitution in notifying all eligible 
voting members of the special meeting. Please notify the synod office as soon as a date has 
been set for the congregational vote. This will allow the office enough time to prepare the 
letter of call and mail it to the church prior to the vote. 
 
In preparation for the congregational call meeting, the officers should review and have at hand 
portions of the congregation constitution relative to the calling of a rostered minister, including 
the number of voters required for a quorum and the definition of a voting member.  
 
Before the beginning of the meeting, all qualified voters should “sign in.” Open with devotions. 
Establish that a quorum of members is present. This number is recorded in the minutes. 
Information concerning the proposed candidate should then be presented. Questions about the 
proposed candidate may be answered by representatives of the congregation council and call 
committee. 
 
The vote to call a rostered minister will be by written (secret) ballot. By consulting the 
constitution beforehand, the validity of proxy or absentee ballots can be determined. A two-
thirds majority of votes cast is necessary for extending a call. 
 
Tellers should be appointed by the congregation council president to distribute, collect, and 
count the ballots. The chief teller should then report the vote outcome to the president of the 
congregation council, who announces the results to the congregation. Careful minutes must be 
taken. 
 
The second item of business is the determination of the compensation package for the called 
rostered minister. The council president and/or designee should provide information about the 
compensation package as agreed upon by the congregation’s council. Questions regarding the 
compensation package may be addressed at this time. A simple majority of votes cast is 
necessary for the election of the compensation package. 
 
At the conclusion of the meeting, the congregation council president should express gratitude to 
the call committee for its work and assistance in the call process. If an approval to call takes 
place, the congregation should be informed that the candidate has thirty (30) days to consider the 
call and will normally notify the congregation of their decision within that time. A copy of the 
meeting minutes, including the vote tally, must be sent to the synod office. 
 
If the required two-thirds majority vote to call is not met, the congregation council president 
declares that the candidate has not been called. When possible, the congregation council 
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president and chair of the call committee are advised to meet with the bishop or bishop’s 
representative to discuss the failure to elect and to initiate a renewal of the search process. Other 
congregation council members and call committee members may be included in this meeting, if 
desired. 
 
Special Situations 
 
Multiple-Congregation Parish 
In the case of a parish with two or more congregations, each congregation votes separately on 
whether or not to call the rostered minister.  Each congregation must approve the candidate with 
a 2/3 majority of the total number of votes cast. Each congregation must approve the 
compensation package with a simple majority. 
 
Team Ministries 
When a rostered minister is called to serve in cooperation with another minister or ministers, the 
privileges and responsibilities of each shall be specified in documents that accompany the call.  
These documents must be drafted in consultation with the rostered ministers, the congregational 
council, and the bishop. 
 
Term Ministries 
A congregation may call a rostered minister for a specific term of years.  This departure from the 
normal rule of permanency must be described in a statement of purpose which the bishop must 
approve. 
 
 
 Preparing the Letter of Call 
 
The official Letter of Call form will be prepared in the synod office and mailed to the 
church, care of the council president. It will be dated with the date of the congregational 
vote and requires both the president’s and secretary’s signatures. 
 
• If the congregation or parish votes affirmatively, the congregation/parish council prepares the 

appropriate Definition of Compensation, Benefits, and Responsibilities form and forwards it, 
along with the signed Letter of Call, to the synod office (this should be done as soon as 
possible) for the bishop’s signature. 

• The rostered minister is notified by the call committee chair that the call is forthcoming (See 
Resource 6A for a sample letter). 

• After the bishop signs the forms, the synod office mails them to the rostered minister. They 
have thirty (30) days to accept or decline the call beginning from the time the Letter of Call 
actually arrives in their hands. 

• The congregation begins preparation for welcoming the new rostered minister. 
• If the rostered minister accepts the call, a timetable is established for their arrival. 
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The candidate’s decision to accept or decline the call will be sent to the congregation/parish via 
the congregation/parish council president. In accepting, the rostered minister should be asked to 
indicate the starting date, usually within one or two months. Any variance will need to be 
negotiated between the calling congregation/parish and the candidate. The decision 
regarding the call should be conveyed promptly to the synod office. 
 
 
Bidding Farewell to the Interim Pastor 
 
As the interim pastor’s ministry in your congregation comes to an end, it is good to offer 
recognition for the work done during the transition and to express gratitude for your time 
together. (See Resource 6B for a sample liturgy.) 
 
Resources 
+ 6A – Sample Letter Following Successful Vote of the Congregation 
+ 6B – Sample Liturgy for Departure of an Interim Pastor 
 
 
 



 
 
Sample Letter – Following successful vote of the congregation 

 
 
Date 

 

(Rev. or Deacon) John H. Doe 
Address 
City, State Zip 

Dear (Pastor or Deacon) Doe: 

I wish to confirm, following our telephone conversation of (indicate date), that the 
members of the congregation at a specially called congregational meeting on (indicate 
date) have voted to extend to you a Letter of Call to become pastor/associate 
pastor/deacon of  Lutheran 
Church. 

 
The Letter of Call, along with the “Definition of Compensation, Benefits, and 
Responsibilities Form” has been delivered to our bishop’s office for signature. Once you 
have received these documents we understand, according to the constitution of the 
ELCA, you have thirty days to consider your decision. We will pray for the guidance of 
God’s Spirit through your deliberation and place our hope in His hands that you will be 
led to consider a favorable response to our invitation to become our rostered minster. 

 
We await your answer with excitement and enthusiasm at the prospects of engaging 
with you as our spiritual leader in service to our Lord and Savior, Jesus Christ, through 
the ministry of  Lutheran Church. 

 
Sincerely yours, 

 
 

Your name 
 
cc: Rev. Tessa Moon Leiseth, Bishop 

Eastern North Dakota Synod , ELCA 
 
 

 
 
 
 

Resource 6A 



 
 
Liturgy for Departure of an Interim Pastor from a Congregation 

(Insert before the Benediction) 
Pastor [P] and Representative of the Congregation [L] come 

forward 

L: Dear Christian Friends: A church family is constantly changing. It is right and important that we recognize 
these times of passage – of endings and beginnings. Today we share the time of farewell with Pastor  , 
whose term as our interim pastor is coming to an end. 
Pastor  , during this time of transition, you have proclaimed God’s Word, baptized new members 
into the Church of Jesus Christ, announced God’s forgiveness to us, and presided at our celebration of the 
Lord’s Supper. With the Gospel you have comforted us in times of sickness and trouble, and at the death of 
our loved ones. Sharing our joys and sorrows, you have been important to our life together in the Church of 
Jesus Christ and in our service to this community. 
You have served our congregation faithfully and now you are leaving our midst. As members of this 
congregation, we wish to honor your ministry among us and bid you farewell and Godspeed in your new 
endeavors, bringing closure to your ministry here. 

P: I thank the members and friends of  Lutheran Church for the love, the kindness, and the 
support shown to me (and my family) during my ministry among you. I ask for your understanding and 
forgiveness for mistakes I have made and for expectations I have not met. I am grateful for the ways my 
ministry has been accepted. As I leave, I carry with me all that I have learned here. 

C: We receive your thankfulness, and we offer you our forgiveness. We express our gratitude for all 
accomplishments and for your time among us. Forgive us for our shortcomings – for ways we have 
sinned against you. Your influence in our lives will not leave us, even though you depart from us as our 
interim pastor. 

P: I forgive you and accept your gratitude, trusting that our time together and our parting are pleasing to our 
forgiving God and to the Christ we are called to serve. 

L: Do you, members and friends of  Lutheran Church, now release Pastor   
from the duties as interim minister? Do you offer encouragement and support for their ministry as it unfolds in a 
new place? 

C: We do, with God’s help. 
L: Do you, Pastor  , release  Lutheran Church from turning to you and depending on 

you? Do you offer your encouragement and support for the continued ministry here? 
P: I do, with God’s help. 
L: We will hold you in our prayers as you continue your ministry in another place, and we wish you God’s blessing. 

Let us pray. 
All: God, whose everlasting love for us all is trustworthy, help each of us to trust the future which rests in 

your care. The time we were together here in your name saw our laughter and tears, our hopes and 
disappointments. Guide us as we hold close these cherished memories, but now move in new directions, 
until that time to come when we are completely one with you and with each other. In the name of Jesus 
Christ our Lord. Amen. 

L: Go now, Pastor  , surrounded by our love and led by the promises of God, the presence of Jesus 
Christ, and the guidance of the Holy Spirit. Amen. 
And now, may the Lord bless us, defend us from all evil, and bring us to everlasting life. 

C: Amen. 
Resource 6B 
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Scheduling the Installation 
 
The rostered minister is typically responsible for coordinating the details of the 
installation once they are on board at a congregation. This is done in conjunction with the 
congregation council president and the synod office. The date will depend on the 
availability of the bishop, but note that a synod staff member, conference dean, or other 
pastor may be designated to conduct the installation. Installation often happens within a 
few months of the start date. There is no need for the rostered minister to be installed 
prior to or on their actual start date. 
 
Moving 
 
The rostered minister and the officers of the congregation council should agree on 
arrangements for moving. The congregation is responsible for moving expenses. 
 
Welcoming Your New Rostered Minister 
 
When you learn your candidate has accepted your call, it is a time of excitement as the 
challenges of the interim fade and the hopes for the next chapter of your congregation’s 
life surface. In the midst of the excitement, you prepare to say goodbye to your interim 
pastor. At the same time, your new rostered minister is saying goodbye to their 
community. It is a complex time for both parties. 
 
Yes, you can celebrate the journey you have completed, and the future God is opening 
before you. Welcome your new rostered minister with open arms! Throw a party! Call 
your friends! Praise the Lord! 
 
Press Release 
 
A press release about the arrival of your new rostered minister is an opportunity for 
outreach. Include educational background, other congregations served, major 
accomplishments, and information about the family. Look at it from the perspective of 
church members. Think about those who are inactive. Are there unchurched people 
waiting for a congregation to show interest in them rather than just itself? 
 
People look for congregations offering a clear biblical message, an interest in their needs, 
and a place that makes them feel wanted. Using the press release for outreach means that 
the image of the rostered minister and congregation portrayed in print is what people 
experience in the church. Think of it as truth in advertising. 
 
How does the congregation benefit from this approach? It shows that the newspaper sees 
the event as genuinely newsworthy. The press release helps to create a congregational 
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image in the community. It also provides a way to evaluate ministry. What benefits might 
people receive by participation in your congregation’s services, programs, and special 
events? A well-planned public relations effort not only makes outreach more effective, 
but it also serves to keep a congregation’s mission focused and relevant. 
 
Installation – Order of Service 
 
The service order for Installation of a Pastor will be provided by the synod office (see 
Resource 7A). 
 
Evaluation of Call Process 
 
The synod staff want to be in partnership with congregations during periods of pastoral 
transition. The evaluation form (see Resource 7B) attempts to monitor and elicit feedback on the 
call process from those on the call committee. Your time and attention in answering the 
questions is appreciated. Please distribute copies of the form to each member of the call 
committee. Having completed your forms, you may wish to hold a “debriefing session” to 
consider each person’s comments. Please forward the completed forms to the synod office. 
 
Review of Interim Pastorate 
 
The congregation council is asked to submit to the synod office a review of the interim pastorate 
(see Resource 7C). This information will be helpful for the bishop and synod staff as they share 
experiences and suggestions with other congregations. 
 
Resources 
+ 7A – Order for Installation of a Pastor 
+ 7B – Call Process Evaluation Form for Call Committees 
+ 7C – Review of Interim Pastorate 
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Order for Installation of a Pastor 
Installation is appropriately set within the service of Holy Communion, following the 
sermon and hymn of the day. If used, the Nicene Creed or Apostles’ Creed may precede the 
installation rite. 

 
This order is appropriate for installing a pastor who has been previously ordained. The bishop, 
or an ordained minister designated by the bishop, presides at the installation of a pastor. 
 

 
Presentation 
The assembly stands. The pastor to be installed and a representative of the calling  body 
come before the presiding minister and the assembly. 

 
The presiding minister addresses the assembly. 
Having been authorized by the Church to install          full name , our co- 
worker in the Gospel, as      position , I now ask for certification of this call. 
 
A representative of the calling body addresses the presiding minister. 
After prayerful deliberation, we, of name of calling/employing body, have 
called      name as a minister of Word and Sacrament in the 
position of        position . 
I present name and this letter certifying the call. 
The presenter gives the presiding minister the letter certifying that the call has been received 
and accepted. 

 
The presenter moves aside, and the assembly is seated. 

 
 
Address and Questions 
 
The presiding minister addresses the pastor being installed. 
A reading from John: Jesus said, “Peace be with you. As the Father has sent me, so I send you. 
Receive the Holy Spirit. If you forgive the sins of any, they are forgiven; if you retain the sins of 
any, they are retained.” (John 20:21-23) 
 
A reading from Matthew: Jesus said, “All authority in heaven and on earth has been given to 
me. Go therefore and make disciples of all nations, baptizing them in the name of the Father 
and of the Son and of the Holy Spirit, and teaching them to obey everything that I have 
commanded you. And remember, I am with you always, to the end of the age.” (Matthew 
28:18-20) 
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A reading from First Timothy: Set the believers an example in speech and conduct, in love, in 
faith, in purity. Attend to the public reading of scripture, to preaching, to teaching. Do not 
neglect the gift that is in you, which was given to you through prophecy with the laying on of 
hands by the council of elders. Put these things into practice, devote yourself to them, so that 
all may see your progress. Pay close attention to yourself and to your teaching; continue in 
these things, for in doing this you will save both yourself and your hearers. (1 Timothy 4:12-
16) 
 
The presiding minister questions the pastor being installed. 
  Name , in the presence of this assembly, will you commit yourself to this new 
trust and responsibility, in the confidence that it comes from God through the call of the 
church? 
Response: I will, and I ask God to help me. 
 
Will you preach and teach in accordance with the holy scriptures and the confessions of the 
Lutheran Church? Will you carry out this ministry in harmony with the constitutions of the 
Evangelical Lutheran Church in America? 
Response: I will, and I ask God to help me. 

 
Will you be diligent in your study of the Holy Scriptures and faithful in your use of the means of 
grace? 
Response: I will, and I ask God to help me. 
 
Trusting in God’s care, will you love, serve, and pray for God’s people, nourish them with the 
word and sacraments, and lead them by your own example in faithful service and holy living? 
Response: I will, and I ask God to help me. 

 
Will you give faithful witness in the world, that God’s love may be known in all that you do? 
Response: I will, and I ask God to help me. 

 
Almighty God, who has given you the will to do these things, graciously give you the 
strength and compassion to perform them. 
The assembly responds: Amen. 

 
The assembly stands. 

 
The presiding minister addresses the assembly. 
People of God, will you receive name as a messenger of Jesus Christ sent to 
serve all people with the Gospel of hope and salvation? Will you regard name as a  servant of 
Christ and a steward of the mysteries of God? 
We will, and we ask God to help us. 

 
Will you pray for name? 
Will you help and honor name in carrying out this ministry? 
In all things, will you strive to live together in the peace and unity of Christ? 
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We will, and we ask God to help us. 
 
The presiding minister addresses the pastor being installed. 
    Name , the office of position is now committed to you in the name of the Father, and 
of the Son, and of the Holy Spirit. 
Amen. 
 
 
Blessing 
 
The newly installed pastor may kneel as the presiding minister proclaims God’s blessing. [The 
presiding minister may lay one hand on the head of the pastor while saying the blessings.] 
The God of peace who brought again from the dead our Lord Jesus, the great shepherd of the 
sheep, by the blood of the eternal covenant, make you complete in  everything good that you 
may do God’s will, working in you that which is pleasing in God’s sight, through Jesus 
Christ; to whom be glory forever and ever.  
Amen. 
 
The pastor stands. The following procession to the places of the word and sacraments may be 
used. 
 

The presiding minister escorts the pastor to the place of baptism. A representative     of the 
congregation says: 
You have been called to be among us to baptize, to teach, and to forgive sins. 

 
They proceed to the place of the Word, where a representative of the 
congregation says: 
You have been called to be among us to proclaim the good news. 

 
They proceed to the place of the meal, where a representative of the congregation says: 
You have been called to be among us to preside at the Lord’s Supper. 

 
The presiding minister may address the assembly with these or similar words. 
People of God, I present to you [Pastor] name, your position. 
Let us welcome name in the name of Christ. 
 
 The assembly may offer acclamation with applause. 
 
The service continues with the prayers of intercession. Prayers are included for the  newly 
installed pastor, all ministries in the church and all Christians in their vocations. 
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NOTES ON THE SERVICE 
When scheduling an installation service, the rhythms and emphases of the church year should be taken into 
account. For example, because of their solemn character, the days from the Sunday of the Passion through 
Easter Day are best avoided as days for such a service. 
 
A congregation that has more than one primary weekly service may consider combining its services for 
the installation. Otherwise, installation may take place at only one of the services, and an appropriate 
announcement may be made at the other services. 
 
Neighboring congregations and ministers may be invited to participate in the service. 
 
The pastor to be installed is appropriately vested in alb and stole. If the pastor will preside at the  meal of 
Holy Communion, a chasuble may also be worn. Until presented, the pastor may be seated with the 
assembly. 
 
The complete name of the pastor is used at the presentation. At other places in the service, the  first or 
given name (without surname) is appropriate. 
 
If the pastor had resigned or had been removed from the clergy roster and is now being reinstated, the 
installation order is modified as follows. 

Following the hymn of the day and prior to the presentation, the presiding minister says: 
Name, having been ordained a pastor in the church of Jesus Christ by church body, has been 
examined and  approved by church body to resume the ministry of word and sacrament. 

 
Following the address and prior to the first question, the presiding minister questions the one being 
installed: 
Before almighty God and in the presence of this congregation, I ask you: Will you affirm that God 
has called you to the ministry of word and sacrament, and will you resume the duties of this office? 
Response: I will, and I ask God to help me. 

 
Where this church body recognizes the ordination by another denomination of a pastor who is beginning 
ministry in the Lutheran church, the first Lutheran installation may include announcement of the pastor’s 
examination and certification, and the pastor’s allegiance to the Lutheran confessions. The installation 
order is modified as follows. 

Following the hymn of the day and prior to the presentation, the presiding minister says: 
Name, having been ordained a pastor in the church of Jesus Christ, has been examined and approved 
by name of synod for service in the ministry of word and sacrament in church body. 

 
Following the address and prior to the first question, the presiding minister questions the one being 
installed. 
The church in which you are to minister confesses that the holy scriptures are the word of God and 
are the norm of its faith and life. We accept, teach, and confess the Apostles’, the Nicene, and the 
Athanasian Creeds. We also acknowledge the Lutheran confessions as true witnesses and faithful 
expositions of the holy scriptures. Is this your confession? 
Response: Yes. 
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Presentation 
A description of “position” may include not only title, but also the name of the congregation, institution, 
or agency to which the person has been called. 

 
The letter the representative presents is not the letter of call. It is certification of the pastor’s acceptance 
of the call that has been received. 

 
Blessing 
The presiding minister may lay one hand on the head of the pastor while saying the blessing. 

 
The procession to the places of baptism, the word, and the meal is appropriate only where the ministry is 
directly one of word and sacrament. When using this form, a hymn may be sung during the procession. 
At the place of baptism, the presiding minister may present the newly installed pastor with the baptismal 
shell. If a baptismal shell is not used in the congregation, it is sufficient to pause at the place while the 
accompanying words are said. At the place of the word, the presiding minister may present the Bible or 
lectionary book used in worship to the newly installed pastor. It is then returned to its place. At the place 
of the meal, the chalice and the paten may be brought for  presentation to the newly installed pastor. They 
are then placed on the altar/table. 

 
As an option to the form of the presentation in the rite, the following may take place. The symbols of 
word and sacrament ministry may be handed to the pastor by the presiding minister or by representatives 
of the congregation,  held briefly, and handed back to be returned to their places or placed on the 
altar/table. The presiding minister may say these or similar words: 

Receive these signs of your calling to serve God and the people of God in the ministry of word and 
sacrament. 

 
Beginning at the peace, the newly installed pastor may assume the role of presiding minister. The installing 
minister may serve as a communion minister. Or, the installing minister may preside for the entire service. 
 
 
PROPERS 
When installation is set within the primary service of the congregation on a Sunday or festival, the propers 
for that Sunday or festival are normally used. The prayer of the day for installation may be said following 
the prayer of the  day appointed for the Sunday or festival. 

 
When installation is scheduled as a part of a special service, apart from the primary service of the 
congregation, propers may be selected from those listed below. 

 
Prayer of the Day 
Almighty God, through your Son Jesus Christ you gave the holy apostles many gifts and commanded 
them to feed  your flock. Inspire all pastors to proclaim your word diligently and your people to receive 
it willingly, that finally we may receive the crown of eternal glory; through Jesus Christ, our Savior and 
Lord.871 

 
Readings and Psalms 
Exodus 3:1-12 God calls Moses 
Numbers 6:22-27 The Aaronic blessing 
Isaiah 40:1-11 The word of our God will stand forever 

  Isaiah 42:5-9 I have called you; I have taken you by the hand 
   Isaiah 52:7-10 The messenger who brings good news 
  Jeremiah 23:1-6 God will raise up faithful shepherds 
  Jeremiah 23:23-29 Speak God’s word faithfully 

Psalm 16 In your presence there is fullness of joy. (Ps. 16:11) 
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Psalm 84 My heart and my flesh rejoice in the living God. (Ps. 84:2) 
Psalm 91 You are my refuge and my stronghold, my God in whom I put my trust. (Ps. 91:2) 
 Psalm 95 We are the people of God’s pasture and the sheep of God’s hand. (Ps. 95:7) 
Psalm 96 Declare the glory of the LORD among the nations. (Ps. 96:3) 
Psalm 99 Proclaim the greatness of the LORD our God. (Ps. 99:5) 
Psalm 103 The LORD crowns you with mercy and steadfast love. (Ps. 103:4) 
Psalm 113 Let the name of the LORD be blessed from this time forth forevermore. (Ps. 113:2) 
Psalm 121 My help comes from the LORD, the maker of heaven and earth. (Ps. 121:2) 
Psalm 122 I was glad when they said to me, “Let us go to the house of the LORD.” (Ps. 122:1) 
Psalm 133 How good and pleasant it is to live together in unity. (Ps. 133:1) 

 
Acts 20:28-35 Keep watch over yourselves and over all the flock 
Romans 10:13-17 Faith comes from what is heard 
Romans 12:4-8 Gifts that differ according to the grace given to us 
2 Corinthians 4:1-7 [8-12] Treasure in clay jars 
2 Timothy 4:1-5 Carry out your ministry fully 
1 Peter 5:1-4 Tend the flock of God that is in your charge 

 
Matthew 9:1-8 God gives authority to forgive 
Mark 4:1-9 Parable of the sower 
Mark 10:35-45 The Son of Man came not to be served but to serve 
Luke 10:1-12, 16-20 Sending of the seventy 
John 10:7-18 The good shepherd 
John 13:[3-11] 12-17, 20 Whoever receives one whom I send receives me 
John 17:6-19 I have sent them into the world 
John 20:19-23 Receive the Holy Spirit 
John 21:15-17 Feed my sheep 

 
Gospel Acclamation 
Alleluia. How beautiful upon the mountains 
are the feet of the messenger who an- | nounces peace,* 
who brings good news, who announc- | es salvation. Alleluia. (Isa. 52:7) 

 
Or, during Lent: 
May I never boast of | anything* 
except the cross of our Lord | Jesus Christ. (Gal. 6:14) 

 
Other gospel acclamation texts that may be used: 
John, Apostle and Evangelist; Conversion of Paul; Holy Cross Day; Matthew, Apostle and Evangelist; 
Reformation Day; Lent 3, year B; Lent 5, year C. 

 
Hymns 
395 Come, Holy Ghost, God and 
Lord 401 Gracious Spirit, Heed Our 
Pleading 
579 Lord, You Give the Great 
Commission 743 Now to the Holy 
Spirit Let Us Pray 878 Soli Deo Gloria 

 
Preface Apostles 
 
Color of the season or of the day 
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“Installation of a Pastor” is adapted from Evangelical Lutheran Worship Occasional Services for the Assembly and has been authorized for use as the 
appropriate form to be used in the Evangelical Lutheran Church in America beginning in January, 2020. Copyright © 2009, 2019 Evangelical 
Lutheran Church in America. Published by Augsburg Fortress. All rights reserved. Permission is granted to reproduce this material for non-sale, 
local use, provided that this copyright notice is included. 
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Call Process Evaluation Form for Call Committees 

Please distribute copies of this form to each member of the call committee and 
forward completed forms to the synod office. 
Thank you for your feedback. 

 
1. Please rate your personal experience with the call process on the scale. 

 
Very Poor Poor Average Good Very Good  
 1  2  3  4  5 

 
(If your rating was average or below, please comment in question 6.) 

2. Please rate your personal experience with the participation of the synod office 
on the scale. 

 
Very Poor Poor Average Good Very Good  
 1  2  3  4  5 

 
(If your rating was average or below, please comment in question 6.) 

 

3. What did you find most helpful in the call process? 
 
 
 
 
4. What did you find least helpful in the call process? 

 
 
 
 
5. How could the synod call process be improved? (Please be specific.) 

 
 
 
 
6. How did your participation in the call process affect your understanding of the Church 

and its ministry? 
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7. How did your participation in the call process affect your involvement in the life of 
your congregation? 

 
 
 
 
 
8. In your experience, how did the membership in your congregation respond to the call 

process as it was presented to them? 
 
 
 
 
9. In your experience, how did your candidate(s) respond to the call process? 

 
 
 
 
10. What helpful and creative methods and/or materials not included in the “Call Process 

Manual” did your call committee develop and utilize as they led the congregation through 
the call process? (Please share your ideas and/or materials that could be passed on to 
other congregational call committees.) 

 
 
 
 
 
 
 
 
 
 
 

If you desire to remain anonymous, do not sign your name, but identifying your congregation 
by name is helpful. 

 
Name (if desired):   

 

Congregation:   
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Review of Interim Pastorate 

Name of Interim Pastor:   

Name of Congregation Served:   

Dates of Service:   Today’s Date:   
 

Council Member Completing This Form:   
 
1. Identify some of the strengths/gifts you discovered in this interim pastor. 

 
 
 
 
2. What were some of the goals this interim pastor helped you, as a congregation, achieve? 

 
 
 
 
3. Please rate the interim pastor’s performance in the following areas: 

 
a. Preaching and worship 

 
1 
(poor) 

2 3 4 5 
(excellent) 

b. Pastoral ministry     

1 
(poor) 

2 3 4 5 
(excellent) 

 
c. Administration 

1 2 3 4 5 
(poor) (excellent) 

 
d. Relating to staff, volunteers, and council 

1 2 3 4 5 
(poor) (excellent) 

 
e. Dealing with situations of conflict 

1 2 3 4 5 
(poor) (excellent) 
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4. Are there any concerns you have about the manner in which this interim pastor served? 

 
 
 
 
 
5. Would you recommend this pastor for another interim position in our synod? Why or why not? 

 
 
 
 
 
6. Have all financial obligations been fulfilled? If not, please explain. 

 
 
 
 
 
7. Do you have any suggestions for the Eastern North Dakota Synod Office regarding the interim 

pastorate process? 
 
 
 
 
For those who worked with the intentional interim model: 

 
1. What was the impact of the intentional interim model on your congregation? (Comment on the person 

and/or the style of the interim pastor, the process applied, or both.) 
 
 
 
 
2. What did you learn about a church during the interim period? 

 
 
 
 
3. Would you recommend the intentional interim model to other congregations during a pastoral           
vacancy?  Yes  No 
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This form is built on the work of the Southeastern Minnesota Synod, the Intentional Interim Ministry Network, and an adaptation of “Form for the Evaluation of the 
Interim Pastor,” in Temporary Shepherds: A Congregational Handbook for Interim Ministry. Roger S. Nicholson. The Alban Institute, 1998, pp. 185-188. 

Please return completed form to: 
Bishop Tessa Moon Leiseth 
Eastern North Dakota Synod of the ELCA 
PO Box 2019 
Fargo, ND 58107-2019 
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