First Presbyterian Church of XXXX
Address
Church Phone:   xxx-xxx-xxxx
Contact Cellphone: xxx-xxx-xxxx
Church Website: www.xxx.org


PULPIT SUPPLY INFORMATION FORM

What you should know about us for your visit
First Presbyterian Church of xxx is a smaller but growing congregation of 120 members with about 70 in Sunday worship. Here are a few things to help you prepare for your visit.
A sample worship bulletin is attached.
We have one worship service at 10:00 a.m.
This service is traditional, and people are very casual 
We use the The Celebration Hymnal by Word Music
The pew Bibles are NIV
Typical pastor dress is business casual. I wear sport coat and tie most weeks and clergy robe whenever we do the sacraments. 
Our building was built in 2004 so it is air conditioned, completely handicapped accessible, and has plenty of parking
It would be great if you could arrive at least 20 minutes early to meet the accompanist and liturgist.
You may use the conference room in the offices (just to the left after you enter) to get prepared.
You will have an experienced worship assistant who will read the majority of the liturgy
We have a great accompanist who plays a grand piano or electronic organ
There is no Sunday school at this time, so children are in worship.
There is no children’s message.
People enjoy the passing of the peace which can take some time
We share joys and concerns each week. People stand up and are given a microphone.
The preacher reads the Old Testament and New Testament lesson
Sermons are generally about 15 – 18 minutes
The preacher and liturgist leave after the benediction while the congregation sings a closing song.
We pay $150 pulpit supply fee plus milage and will have the check ready for you when you visit
Current COVID protocols
We are livestreaming our services on xxx (Facebook, YouTube, Zoom) 
Everyone is asked to wear a mask the entire time they are in the building
We are not doing a fellowship hour 
We are not shaking hands or passing the peace
There is an offering plate in the back of the sanctuary and we do not pass the plates
We are doing communion using prepackaged elements on the first Sunday of each month.
What we would like to know about you
Name:						
Address: 
City, State, Zip:
Phone:	
E-mail:	
Short bio:	


Information we need from you for your visit
Pulpit Supply Date: 
Scriptures:
OT  xxxxxx
NT xxxxxxx
Sermon Title:  xxxxxx
Hymns:  You may choose 3 hymn or Joy can choose them for you. 

Estimated mileage from your home to our church xxxxxx
Information you may need from us for your visit
We will have communion this Sunday:  		_____ Yes,     __X__ No
You should prepare a children’s message:  	_____ Yes,     __X__ No

Your key contact prior to Sunday is xxxx  at xxx-xxx-xxxx or email address.. 
· She will create the bulletin and coordinate with the music director.
· She will add the key components of the liturgy.
· In addition to the bulletin, we create a worship script each week with all the liturgy prayers, etc. 
· We ask that you provide your scripture choices and sermon title by Tuesday morning the week before you are to preach. 
· She will send you the completed bulletin by Friday afternoon. 
XX will serve as Liturgist which included reading announcements, giving the church news, and will lead the first half of the service as well as the offering. 

Your key contacts on the Sunday you are here are XXX and XXX. Thy will watch for you.

Thank you on behalf of the people of First Presbyterian Church of XXXXX .  Your help as Pulpit Supply is greatly appreciated and we look forward to your visit.


Blessings,
Pastor’s or Clerk of Session’s name
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