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MEMORANDUM

To: (Synod Deputy)

From: Roy Almquist

RE: Deputy Duties

Thank you for being my deputy for the election at (church name). This as you know is an impor-
tant responsibility that you fulfill for me, and I am grateful.
Your duties for the day are as follows:

A) The lay president of the congregation will call the congregational meeting to order
and introduce you.

B) You should then begin the meeting with prayer.

C) Then care for those constitutional matters:

1) Affirm the voting regulations of the congregation regarding the eligibility of
voting members.

2) Establish the fact that there is a quorum present for this meeting.

3) Normally the election of the pastor is the only item of business that is
permitted. (On some occasions other items have been announced with the
meeting notice, however.)

D) With an official meeting declared, you should call upon the council chairperson to
present the official “recommendation for call”. This becomes the motion on the
floor and then is open for discussion and comment.

E) The pastoral candidate is not to be present in the meeting. Questions about the
pastoral candidate’s skills and abilities to meet the needs of the congregation
should be answered by members of the Call Committee and/or the Congregation
Council. (Usually a prepared personal summary is distributed to those attending
the meeting.)

F) Balloting should then take place. Each voting member should receive a blank
ballot on which they should write either “YES” or “NO”. The committee of tellers,
having been appointed by the Congregation Council, then counts the ballots. (If
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there is an election following each worship service the ballots are to be sealed
until the final election has taken place, then all ballots are to be tallied
together.)

G) While the ballots are being counted, it is often possible to have appropriate
“thank yous” extended to members of the Call Committee for their hard work.

H) The tellers report the vote tally to you. You are to announce the vote, noting 
both “YES” and “NO” votes to the congregation. It is unwise to accept any 
motion making the vote unanimous.

I) Inform the pastor of the vote, and tell the pastor that he/she has 30 days to 
officially accept the call in writing. (Copies should be sent to the council 
president, parish dean and the bishop.)

J) The pastor may return with you to the meeting and receive the greeting of the 
congregation and verbally accept the call.

K) After an official motion to adjourn, the meeting should be closed with prayer.

L) The Official Call forms and Definition of Compensation forms having been sent
to the Congregation Council, should be executed (if possible), and all copies
returned to the Office of the Bishop.

M) Following the meeting you should call the parish dean and the bishop to report
the official results of the congregational vote.

If you have any questions before the meeting, please call my office or talk with the 
synod staff person assigned to this congregation.

Thank you again for your willingness to serve our church in this important way.
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MEETING AGENDA:................................................................

1. Call meeting to order, introduce deputy - Council President

2. Greeting from Office of Bishop - Deputy

3. Prayer- Deputy

4. Meeting/voting regulations:

- only item of business - call of pastor

- vote written ballot (blank ballot - write yes or no)

- Quorum (per constitution)

- Voting Members - confirmed members, communed & contribution of record
during last 2 years

- Call of pastor - requires 2/3 majority of members present

5. Motion for the call; council president, seconded

6 Questions - about the skills and abilities to meet the needs of this congregation

7. Vote - tellers pass out blank ballots then collect them and adjourn to the counting
room

8. While votes are being counted, thank call committee and sing hymns

9. Announce results of the vote:

- total votes cast

- total required to Call (2/3 of total)

- Yes votes

- No votes

10. Inform pastor of the vote and invite him/her back to receive the greeting of the
congregation, if appropriate.

11. Close with prayer; pastor

12. Adjourn meeting

13. Official Call forms - execute and return all copies to the Office of the Bishop.

14. Call the conference dean and bishop to report the results; deputy
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A ttached is a sample of the Letter of Call.
Please complete this as follows:
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Instructions:
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NOTE: Retain original in records of the congregation. Make a copy for the posted leader’s file. As a matter of
information, send a copy to the synod office. A description of the particular responsibilities of this position
may be attached to this “Definition of Compensation, Benefits, and Responsibilities.”

We, the undersigned, certify that the necessary approvals of
the congregation and Congregation Council have been

granted for the provisions set forth above.




