Ministry Information Form Worksheet
The Ministry Information Form (MIF) is a document that will enable pastors who may be interested in the position to learn more about the congregation and its hopes for pastoral leadership. 

When the PNC has finalized the MIF, it will go to the Session approval, and then to the Committee on Ministry for approval. Once the MIF has been approved, the PNC Training and Support Liaison will provide you with a user ID and PIN so that the form can be entered online to the Church Leadership Connection.  It will then be available for matching and self-referral. 
A copy of the MIF and instructions for completing it are provided in this booklet, under the “Ministry Information Form” tab. A Microsoft Word version can be found on the flash drive, in the “POV PNC Materials” Dropbox, or online at http://oga.pcusa.org/section/mid-council-ministries/clc/calling-organizations/. 

At this stage in the process, however, we suggest that you do your work from this worksheet. This process will allow you to skip over the initial demographic information and get right to the meat of the form.

The first section of the form asks for contact and demographic information and can be completed later.

The “meat" of the form is a series of narrative questions, asking the congregation to reflect on who it is, what its mission is, what are the needs that it seeks to address, and how a pastoral leader can help it do so. Thoughtful attention to these questions is time well spent. The questions appear below, and we’ve left room below each question so that you can make notes.

Please note that each response is limited to 1500 characters, including spaces.

The foundational question is: What is your congregation’s or organization’s Mission Statement? 

Once that statement is written, the MIF asks five narrative questions.  The questions should be considered in the order in which they appear. The first two questions deal with the parish’s vision for ministry and the emerging needs of the communities that the congregations serve:

1. What is the congregation’s or organization’s vision for ministry?  Additionally describe how this vision is lived out. 

2. How do you feel called to reach out to address the emerging needs of your community or constituency? 

The next set of questions deals with the specific position of pastor. These should be considered only after the previous two are answered. 

3. How will this position help you to reach your vision and mission goals?

4. Provide a description of the characteristics needed by the person who is open to being called to this congregation and/or organization.

5. For what specific tasks, assignments, and program areas will this person have responsibility?

Next is a series of leadership competencies (such as preaching and worship leadership, teacher, hopeful, advisor, spiritual maturity, communicator, etc.). PNCs are asked to identify ten competencies. Each of you will receive a set of cards to help you identify your top choices. After the narrative questions have been answered to the satisfaction of the PNC, we suggest that each committee member take home a copy of the answers and a set of the competency cards, and select ten leadership competencies. At the next PNC meeting, the committee can compare their selections and agree on the top ten. 

The next section deals with compensation. Please note that both a minimum and a maximum salary must be listed. While the maximum salary will not be published, it is used for matching purposes. 

The final section asks for references, endorsements, etc.  You will be able to name three reference. People to consider: your COM Liaison and/or Executive Presbyter, your transitional pastor, and a neighboring pastor who knows the congregation well

When this worksheet is complete, transfer the information to a Word version of the MIF, and add the contact and demographic information requested. Don’t hesitate to be in touch with your COM Liaison as you work to complete the MIF. He or she can be available to read the form, and give suggestions or advice.  And be sure to keep that person in the loop as the form is being finalized. If you have a trained and experienced transitional pastor in place, it would also be appropriate to ask that person to give you any feedback before the form goes to session for approval.

When the Session has approved the MIF, the Clerk of Session should forward the completed form to the Committee on Ministry Moderator and the Executive Presbyter. The COM Moderator will send it to the rest of the COM for approval. This task is usually accomplished by electronic vote. The COM often approves the form as submitted, but sometimes will suggest or require edits. The COM action will be communicated back to the PNC. 

The PNC Training and Support Liaison will then provide you with a user ID and PIN so that you can enter the form online to the Church Leadership Connection. Once entered, an email will be sent to the Clerk of Session and COM Moderator to attest the firm. It will then be available for matching and self-referral. 

After the MIF has been completed and is awaiting approval, posting, and attestation, we recommend that the PNC turn immediately to the next unit of work, preparing for telephone or videoconference interviews. Doing so will save valuable time! 

