APPENDIX G:  How to Complete the Ministry Site Profile
The Mission and Ministry Task Force (MMTF) is charged with completing the Ministry Site Profile (MSP).  This is a form used throughout the ELCA and is available on the ELCA website at www.elca.org/call .  Printing a blank copy of it will be very useful as the committee prepares to fill it out.  Follow the instructions below.

One committee member needs to be selected to download the program and MSP.  That same person will be responsible for filling in the form with information provided by the MMTF.  This should be a person with good computer skills.

1. Click on “Call Process Forms” and download Formatta Filler, which is at the right of your screen.  “Save” the file to your computer because it is necessary to fill out the MSP.

2. “Run” the program and “accept” the license agreement. “Close” the program.

3. Return to the open window for Call Process Forms and click on “Ministry Site Profile.”

4. Create an account with your e-mail address and choose (and remember) a password.

5. Fill out the form that will appear and click “update”.  You do NOT need to choose a new password.

6. After you have filled out the short form and clicked “update”, you will then see the option to “download”.  Click this to download the MSP.  “Save” it to a file location on your computer and then “open” it. 

7. Information about filling out the form is available at the top. Click on “inFORMation”.

8. The MSP is a fourteen page document and will require several sessions to complete.

9. Print the blank form for reference by the committee. 

10. Other Call Committees recommend that the paragraph-long submissions be typed into a word processing program to take advantage of spell check, which is not a part of the Formatta Filler program.  The text can then be copied and pasted into the appropriate space on the MSP.  Please be aware, entries must fit into the visible space. There is no ‘overflow’ allowed and text size cannot be changed.  It appears to be Times New Roman 12. 

11. Changes can be made to the document until it is submitted.  The work in progress can be printed and scrutinized at committee meetings. 

12. When the document is completed, it is “locked’ on page 14 with the password and submitted.   After that, no more changes can be made to the document. 

13. The Assistant to the Bishop for Administration, Kim Stevens ( kstevens@gcsynod.org ) can be an asset in answering questions about using the program necessary to fill out the form.

Below is a description of the various sections of the MSP.

Part I

Who We Are 


Congregational information is recorded and descriptive paragraphs are written about the community as well as the congregation.  This information should come out of the work done by the Mission and Ministry Task Force. If not, before recording membership or attendance statistics, talk to the people responsible for these numbers.  When was the last time the membership rolls were updated?  How accurate are your church records?  What is the policy for maintaining accurate records?  An Interim Pastor can help if work needs to be done in this area.  

Part II

Our Vision for Mission

Statements about the church as a community, leadership style, programming, and theological perspectives are presented and an agreement scale is completed. Paragraphs are written to describe the congregation’s purpose, giftedness, and mission.  References for the church are provided. 

Part III

Leadership Needs

Priorities are set for ministry tasks and gifts.  Mutual expectations are defined and a Compensation Range and Benefits are indicated.  (This information comes from the church Council, Executive Committee, Treasurer, or Finance Committee.)
Part IV
Commentary

The church’s vision, opportunities, challenges and nature of the ministry site are presented in a page-long essay.  Examples are provided.

Part V
Completion of Profile

