Zion Lutheran Church
Official Acts ~ Membership Addition or Change
Name: _______________________________ Phone: ____________ E-Mail: _________________
Address: ________________________________________________________________________ 

Please complete the task highlighted below & return this form to Sandy as soon as possible.
	(
	Assignment
	Addition or Change
	Date Complete

	
	
	
	

	
	Baptism
	

	
	Pastor/Sandy
	Pre-Baptism: Membership Data Form (MDF)
	

	
	Sandy
	Make a separate folder for each household and maintain alphabetical file
	

	
	Sandy
	Pre-Baptism: when possible give info for robe to ndissmeyer@gmail.com
	

	
	Sandy
	Pre-Baptism: Certificate, Candle, Napkin, & Medallion
	

	
	Sandy
	Post-Baptism: COPY of child’s MDF to Cradle Roll, School, and Sunday School
	

	
	
	
	

	
	Confirmation
	

	
	Pastor
	Confirmation - All: Examination of Catechumen 
	

	
	Sandy
	Confirmation - Youth: Check Shepherd Staff Data for each youth & inform pastor
	

	
	Pastor
	Confirmation - Youth: Each youth provide missing data on a MDF, give to Sandy
	

	
	Pastor
	Confirmation - Adult: Have each household complete MDF & return to Sandy 
	

	
	Pastor
	Confirmation – All: Verse Assigned
	

	
	Sandy
	Confirmation – All: Certificate & Thrivent Cross
	

	
	
	
	

	
	Death
	

	
	Pastor
	
	

	
	Sandy
	Record information in Shepherds Staff
	

	
	Elders
	Official Act to be reported to Voters’
	

	
	Stewardship
	Make change to Contributions List
	

	
	
	
	

	
	Marriage
	

	
	Pastor
	Marriage – Have couple update information on a MDF
	

	
	Pastor
	Marriage – Provide Sandy information for certificate and updated MDF
	

	
	Sandy
	Marriage - Certificate Issued
	

	
	Elders
	Official Act to be reported to Voters’
	

	
	
	
	

	
	New Member(s)
	

	
	Pastor
	Affirmation of Faith - Examine those received; complete a MDF & give to Sandy
	

	
	Prospect
	Transfer In - Requested
	

	
	Sandy
	Transfer In - Letter Sent
	

	
	Sandy
	Transfer In - Letter Received
	

	
	Sandy
	Record data received with transfer to a MDF
	

	
	Sandy
	Send MDF & explanation letter to New Member (or complete over phone)
	

	
	Member
	Complete MDF & return to Church Office
	

	
	Sandy
	Attach COPY of completed MDF to a COPY of this form & give to Elders
	

	
	Elders
	Approve & Assign Elder & Group Leader & return to Sandy
	

	
	Elders
	Report new members & pastoral acts to Council
	

	
	Sandy
	Shepherd Staff – Input initial or changed Member Data
	

	
	Sandy
	COPY of MDF with children to School Secretary, Sunday School, & Youth Board
	

	
	Sandy
	Add to labels for mailings & Sower
	

	
	New Member(s) – Continued:
	

	
	Sandy
	Assign Church Mailbox & insert name placard
	

	
	Sandy
	Record Change in Master Office Directory
	

	
	Sandy
	COPY of MDF for new members to Evangelism Board
	

	
	Evangelism
	Visit: Deliver Welcome Packet & Explain Contents 

(Organization, Worship and Sunday School Times, Directory, Interest/Skill survey, etc.)
	

	
	Sandy
	After Evangelism completes task, give COPY of MDF and this form to Recorder
	

	
	Recorder
	Assign offering envelope number 
	

	
	Recorder
	Print updated contributors list for counters & replace existing copy
	

	
	Recorder
	Give envelopes, and your COPY of the MDF and this form to Stewardship
	

	
	Stewardship
	Visit: Deliver Stewardship Packet & Explain Contents

(Information, Pledge Card, Envelopes, pick up Interest/Skill survey or complete new one)
	

	
	Sandy
	Shepherd Staff: Input Interest & Skill Survey
	

	
	Sandy/Elders
	Report new members & pastoral acts to Voters’ Meeting
	

	
	Sandy
	Publish Updates in the Sower (await Voters’ approval on membership changes)
	

	
	Evangelism
	Plan & Invite to New Member Reception
	

	
	Elders
	Official Act to be reported to Voters’
	

	
	
	
	

	
	Removed/Dropped From Membership:
	

	
	Pastor
	
	

	
	Sandy
	Make Changes of Shepherd Staff
	

	
	Sandy
	Make Changes to Church Directory and Mailing List
	

	
	Sandy
	Make Changes of Mailboxes
	

	
	Elders
	Report official act to Voters’
	

	
	Stewardship
	Make change to Contribution list
	

	
	
	
	

	
	Miscellaneous
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