S.O.P. Manual / Church Vision Statement Project

Departmental / Ministry Information Form

· Ministry/Department Name: __________________________
· Purpose: (The reason this department/ministry exist.  What should be it’s main objective?)
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Operation: (The general overall function of your department/ministry.  Describe using job titles who is responsible for what?) 
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Procedures: (The mechanics of how your department/ministry functions.  Who is supposed to be where, when?  Step by step, how is the operation of your department handled.  No amount of detail is too great.   You may need to group procedures for different functions.) 
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Policies:______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Personnel:________________________________________________________________________________________________________________________________________________________________________
· Job Title:______________   Requirments:______________________
· Job Description:  __________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Job Title:______________    Requirments:______________________
· Job Description:  __________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Job Title:______________   Requirments:______________________
· Job Description:  __________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Job Title:______________   Requirments:______________________
· Job Description:  __________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· List by name everyone currently involved in any level in this ministry, and what their job title would be:________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· The focus of every area of ministry should be two-fold;  1) The edification of the saints.  2) The evangelization of the lost.  How does this ministry fulfill these purposes? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Please list any way the pastoral leadership of Abundant Life Church can assist you in fulfilling the purpose of this ministry.  Also list any resources you feel you need at this time.      _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

     ___________________________________________________________

· Please state any ideas you may have for improving this ministry, and any goals you would like to set for the next year.     __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

