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GENERAL GUIDELINES

1. Take the time to read through this booklet carefully. 
 
 

2. Become aware of what you are responsible to fulfill. Delegate to others when 
helpful. 
 
 

3. Become familiar with what is expected from others in this transitional process. 
 
 

4. Please remember that this is an extremely busy and stressful time for moving 
pastors and their families. 
 
 

5. Laity are encouraged to be supportive and helpful with the pastoral change. 
Pastors are encouraged to carefully plan ahead and be certain all details are 
covered. 
 
 

6. These guidelines are provided to assist both laity and clergy in their planning 
for transitions. There are many details, but with helpful assistance from all, 
they should not be overwhelming. 
 
 

7. Call your District Superintendent if you need help in any way during this time 
of transition. 
 
 

8. Note for churches with staff: Usually large churches with staff refer to the “PPR 
Committee” as the “Staff/Parish Committee”. For simplicity, the term “PPR” is 
used consistently. When appropriate, you are encouraged to make mental note 
of this transition in reference to the committee.
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The time of transition for pastors creates one of the most difficult seasons in 
United Methodist ministry. Pastors and laity find themselves filled with both 
anticipation and sorrow as established relationships are broken in preparation for 
“beginning again.” 

Some have found it helpful through the years to consider transition in ministry 
as though one is reading an interesting novel. We complete one chapter never 
knowing what the next has to offer. There is always a sense that the author has 
prepared some nice surprises to follow. So is the case with the “comings” and 
“goings” of United Methodist pastors. We trust that the mighty power of God 
moves with those servants who give their lives in ministry. 

In order for healthy transitions to take place, we all have to work together making 
certain that lots of details are covered. That is the purpose of this guide. Both 
the pastor and the laity are to share these responsibilities in order that it all be 
accomplished. 
 

Call your District Superintendent if there are any questions related to this 
material. It is critical that you be intentional about these transitional issues, and 
do all possible to enable this to be a good move!
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ON SAYING GOODBYE –  
THE ROLE OF THE PASTOR 

The way in which you say goodbye is crucial to both how you will begin your new 
pastorate and how you will create the environment for your successor. Healthy 
closure is important for you, your family and congregation. Often there is grief, 
sometimes there is also relief (and you do not need to feel guilty about that). 
It is natural to experience excitement as you anticipate your new appointment. 
Regardless, these weeks before moving will be hectic, full and stressful. You are 
encouraged to be kind to yourself; to pace yourself so that you can begin your 
new pastorate with a sense of freshness and energy.

You already know what leaving your pastorate involves. These suggestions 
are merely reminders. (That’s what we do for our congregation every Sunday 
morning -- invite them to remember what they already know!)

1. Consulting with PPR Chair: 
Consult fully and frequently with the chair of your PPR Committee regarding 
all the concerns pertaining to your leaving. It is also well to include at least 
the Lay Leader in the “loop of information.” 

2. Contact your successor: 
Each projected pastor will be invited by the District Superintendent to a 
“Meet Your Pastor” event. At that time, the projected pastor and his/her 
family will have an opportunity to meet with the PPR Committee and, also, 
visit the parsonage. You will need to consult with your present District 
Superintendent concerning these details. 

3. Share feelings: 
Honestly convey to the chair of your current PPR Committee ways that the 
congregation can be helpful in the transition. Some pastors/families want 
help with packing while other pastors/families prefer as much privacy as 
possible. Share these and other feelings relative to the move with the PPR 
Committee. 

4. Seeking closure: 
Some pastors will find it helpful to make a list of persons with whom they 
need to seek closure. A practical way to do this is to list those you want to 
visit with, eat with, telephone or to whom you want to write a note. Seek 
closure before you move, for our professional procedures stipulate that we 
should not return for visits or pastoral duties. 

5. Being sensitive: 
Take the time to reflect on and seek to understand how various ones in the 
congregation feel about your leaving. Listen with your “inner ear.” Some 
members may tend to be passively aggressive and it is really a reflection of 
their grief, fear of loss or sense of betrayal that you are now leaving them. 
This is a time that calls for your finest pastoral graces!
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6. Celebrate! 
Seek to find ways of celebrating the good pieces of your tenure and ministry. 

7. Interpret your leaving: 
Find ways to interpret to the congregation the appointive process through 
pastoral letters, newsletters, pulpit and various fellowship occasions. Invite 
the congregation to rejoice with you in your new opportunity for ministry. 
Help them to understand that you will not be able to return for visits or 
pastoral duties, even though it is painful to leave. 

8. Informing the PPR Committee: 
The District Superintendent will consult with the chair of your present PPR 
Committee informing them who will follow you. A formal announcement 
should be made to your congregation, by the chair of your PPR Committee, 
at an appropriate time established by your District Superintendent. 

9. Support for your successor: 
Do all that you can to show support for your successor. Tell the congregation 
that you will cease to be their pastor as of moving day. Do not be misled 
into believing that the church will fall apart when you leave or that your 
relationship is so important to former members that you must respond by 
returning for weddings, funerals or counseling sessions. On moving day, 
just lay down the pastoral mantle of your present congregation. Relinquish 
your keys and your control! Rest your ministry for your present 
church with God. 

10. Responsibilities relating to the parsonage:  
Remember that the Virginia Conference Cabinet has provided directives for 
a Parsonage Support Committee be named by the District Superintendent to 
be on call within each district during this transition time. You are encouraged 
to invite the Chair of the PPR Committee and a representative of your district 
Parsonage Support Committee to do a walk-through in the parsonage as 
soon as possible to ascertain what needs to be done in preparation for your 
leaving and the incoming pastor/family.  

11. Be creative: 
Discuss with your PPR Committee some of the ways they can prepare for a 
new pastor-- encourage them to be sensitive and creative. 

12. No lame duck! 
You are the pastor of your present church until you move, and are 
responsible for what happens on your “watch.” 

13. Pray! 
Above all, pray for patience, sensitivity, understanding and love in working 
through the transition. God still has a stake in your ministry! 

14. Anticipate: 
Look to the future with joy and anticipation!
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Checklist for Pastors
This list suggests things to consider as you move. You may have your own 
checklist that is more useful than this. Nevertheless, please go through this list to 
be sure all the important items are included on your list.

INITIAL PREPARATIONS

  1.Contact your District Superintendent related to date and details of 
“Meet Your Pastor” event. Prepare to have your parsonage open for that 
event. 

  2. Discuss various aspects of moving with PPR Chair.

  3. Consult with your upcoming PPR Chair, at the time of your “Meet Your 
Pastor” event, related to making arrangements with a mover. 

  4. Arrange meeting with Parsonage Committee for parsonage review 

  5. Check with treasurer to see that at least 50% of all District and Level 
1 apportionments are paid prior to your move. This is essential --- 
contact District Superintendent if there is any shortfall.

  6. Check with treasurer on paying your full June salary.

  7. Check with treasurer to see that a certified check (or whatever form of 
payment is required) is ready for movers of your successor.

  8. Give definite information to successor as to when you will be out of 
the parsonage and when he/she should arrange to arrive.

  9. Send copies of orders of worship, newsletter, pictorial directory, 
brochures, etc. of your church to your successor as soon as possible 
after “Meet Your Pastor” event.

  10. Put in writing for your successor all meetings/weddings/
commitments.

  11. Get change of address cards from Post Office and notify publishers 
and others of new address.

  12. Prepare to have someone to greet new pastor/family on moving day 
with food, flowers, etc. as expressions of welcome and have a check for 
movers.

  13. Leave your new address and phone numbers with PPR Chair and new 
pastor.
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  14. See that parsonage lawn is cut and yard is attractive.

  15. Utilities (Nothing is to be turned off)

 Phone (retain current number for new pastor - ask that service be 
“suppressed.”)

 Inform new pastor if he/she is to make contact with telephone company 
too.

 Electricity
 Water
 Gas
 Trash pick-up
 Cable TV

Note: Give utility companies the date you will move and have them bill you 
as of that date. (Give them your new address.) Advise companies of 
the name of your successor and date of move after this information is 
released by your District Superintendent.

SOME FINAL PREPARATIONS

  16. Arrange for cleaning of parsonage – (see “Checklist for Leaving 
Parsonage” at back of booklet.

  17. Leave set of labeled keys for parsonage and church.

  18. Leave information about mail delivery system.

  19. Up-date Parsonage Inventory (at back of book) with current 
information.

  20. Leave information on service companies to call.

  21. Identify fuse box locations and provide information on special items 
like garage door openers, lawn mowers, washers, dryers, etc.

  22. List of doctors, dentists, etc., that might be immediately helpful.

CHURCH ADMINISTRATION

  23. List of homebound persons with addresses/phone numbers.

  24. List of those currently in the hospital and those needing close 
pastoral care. Explain.

  25. List of those who have died in past year: date/name/address/phone 
numbers of remaining families.
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  26. List of members of PPR Committee with phone numbers.

  27. List of names/phone numbers for church leaders, Chair of Trustees 
and Administrative Board/Council, etc.

  28. Current membership list.

  29. Up-to-date listing of prospective members (Provide information on 
follow up procedures for first-time visitors).

  30. List of college students and where.

  31. Up-to-date records on baptisms, membership, marriages, etc.

  32. Church calendar with all projected dates.

  33. Information on welcome plans, receptions, etc. Who are contact 
persons?

  34. Provide information on traditions that are unique to your 
congregation.

  35. When and how is Holy Communion celebrated?

  36. Information on ecumenical services in which your church 
participates.

  37. Information on Charge Conference records, filing system, sources for 
information, Order of Worship file.

  38. A history of the church.

  39. Copies of newsletters for past year.

  40. Who prepares bulletins and newsletter; information on deadlines.

  41. Fellowship events celebrated weekly/monthly/yearly.

  42. Important reports that will be helpful for charge conference and long 
range planning.

  43. Copy of financial reports for past 12 months.

  44. Copy of current budget.
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CHURCH BUILDING/GROUNDS

  45. Information on who opens/closes building on Sunday and other days.

  46. List of instructions regarding lights, fuse box, alarm systems, 
cooling/heating systems and contact persons/companies 

  47. Information on who maintains the grounds -- responsible for snow 
removal, lawn care, etc.

  48. Who cleans the building and their schedule?

  49. Pastor’s study/office cleaned and proper office furniture in place for 
successor.

PARSONAGE & FAMILY

  50. List of nearby neighbors

  51. List of children/youth in church/neighborhood; (correspondence with 
children in parsonage family where applicable).

  52. List of dependable baby sitters, addresses, ages and phone numbers 
(if child care is probable).

  53. Helpful information on lawn care, etc.

  54. Any traditions in the church involving the parsonage such as annual 
open house, etc.

  55. Information about local schools, doctors, dentists, libraries, parks, 
etc.

  56. List of local restaurants and a pile of menus where possible. 

Feel free to copy this checklist. Delegate as you see fit! 

It requires work to prepare adequately for our successor. As 
professionals we want to prepare well for whoever follows us. 
There is therapeutic value in organizing materials for your 
successor -- it helps you to feel good about completing your 
work and good about giving the new pastor vitally important 
information.
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An Order of Farewell to a Pastor 

This order may be used within a service of worship on the last Sunday before a 
pastor moves to another congregation or retires, or it may take place at a special 
service.

As a Response to the Word, the lay leader or another designated leader 
comes forward and announces that the time has come to say farewell to the 
pastor.
 
One or more persons may recall with thanksgiving the pastor’s ministry. A gift or 
symbol may be given with appropriate words of thanks. A stole may be left to put on 
the next pastor. 

The pastor and congregation may release one another with these or similar 
words:

Pastor --
I thank you, the members and friends of Name United Methodist Church, for the 
love and support you have shown me while I have ministered among you.

I am grateful for the ways my leadership has been accepted. I ask forgiveness for 
the mistakes I have made.
As I leave, I carry with me all that I have learned here.

Congregation --
We receive your thankfulness, offer forgiveness,
and accept that you now leave to minister elsewhere. We express our 
gratitude for your time among us.
We ask your forgiveness for our mistakes. Your influence on our faith and 
faithfulness will not leave us with your departure.

Pastor --
I accept your gratitude and forgiveness, and I forgive you,
trusting that our time together and our parting are pleasing to God. I release you 
from turning to me and depending on me.
I encourage your continuing ministry here and will pray for you and for your new 
pastor, Name.

The pastor may pray extemporaneously, or the pastor and congregation may join 
in the following prayer:

Eternal God, whose steadfast love for us is from everlasting to everlasting, we 
give you thanks for cherished memories and commend one another into your care 
as we move in new directions. Keep us one in your love forever, through Jesus 
Christ our Lord. Amen.

A hymn may be sung.
(Reference: United Methodist Book of Worship, 1992)
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On Beginning Again! The Role of the New Pastor 

Most of you know what it means to “begin again”. And hopefully you feel good 
about your new appointment. That will make it much easier. You also know how 
to make a smooth transition, so the suggestions here are minimal reminders.

1. Become familiar with laity expectations: 
Please take the time to read what is being asked of the laity in this booklet. 

2. Have you been contacted? 
Has your projected District Superintendent arranged for your involvement in 
a “Meet Your Pastor” event? If not, inquire with your present Superintendent 
about Cabinet plans. 

3. Remember your family! 
Remember, if you have family, schedule time to be with them. Often pastors 
have a ready group of people with whom relationships will develop and fresh 
challenges will be met. However, in this time of stress and transition, one’s 
own spouse/child may suffer loneliness. 

4. Expect grief: 
Do not be surprised if you suddenly miss your former congregation more than 
you thought you would. The familiarity and comfort of your former church 
may control your thoughts during the early days of your move. 

5. You are still a stranger: 
Remember: This new congregation does not love you yet nor should it be 
expected to. More likely they love your predecessor. We are not called to be 
loved BUT to love and serve. Serving others with compassion, sensitivity, 
openness and competence will win their respect.The love will come later! 

6. Meeting with PPR Committee: 
Once you move, arrange a meeting as soon as possible with the PPR 
Committee and discuss their expectations of their pastor. 

7. Moving plans: 
Be clear with PPR chair and your predecessor concerning your plans for arrival 
on moving day. Discuss with the chair of the PPR Committee your feelings 
about the best way and time to be introduced to the congregation.  Arrive at 
a mutual agreement.  You may wish to consider the “Order for the Celebration 
of An Appointment” during your first service. 
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8. Basic commandment: 
Remember the fundamental commandment: “Speak no ill of your 
predecessor.” 

9. Parsonage ready? 
Every effort is being made for the parsonage to be ready for you when 
you arrive. If there are problems, deal with them thoughtfully and avoid 
unnecessary disputes. If there are major problems, please call the District 
Superintendent who will be prepared to deal with your concerns. 
 

10. Things to remember: 
Some things to bear in mind as you begin your new pastorate:

Do not lose heart.

You come to love more than to be loved.

You seek to understand more than to be understood.

You are willing to listen even if not heard.

Never lose your nerve!

Affirm everyone and everything you can.

Pray. And pray some more.

HAVE FUN!
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An order for the Celebration  
of an Appointment 

This order is intended primarily for use within a corporate service of worship. It 
may be led by the chairperson of the PPR Committee or by some other designated 
leader in the congregation.

Before the reading of the Scripture lessons, the minister comes before the 
Lord’s Table with the chair of the PPR Committee or Lay Leader, saying to the 
congregation:

“Dear friends, today we welcome (Name), who has been appointed 
to serve as minister of (name of church).

We believe that (he/she) is well qualified and has been prayerfully 
and wisely appointed.”

The person officiating then says to the minister:
“(Name), you have committed yourself to live among us as a bearer 
of the Word of God; minister of the sacraments; and sustainer of 
love, order, and discipleship of the people of God.”

The minister responds:
“Today I reaffirm this commitment in the presence of this congregation.”

The person officiating says to the congregation:
“Brothers and sisters in Christ, as a people committed to participate in the 
ministries of the church by your prayers, your presence, your gifts, and your 
service, will you who celebrate this new beginning support and uphold (Name) in 
these ministries?”

The congregation responds:
“We have committed ourselves, and we reaffirm our commitment.”

The person officiating continues:
“Let us pray.
Eternal God, strengthen and sustain us in our ministries together, with (Name) 
as our (pastor or other staff position). Give (him/her) and us patience, courage, 
and wisdom so to care for one another and challenge one another that together 
we may follow Jesus Christ, living together in love, and offering our gifts and 
talents in your service, through Jesus Christ our Lord. Amen.”
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As the minister stands at the Lord’s Table, several people come forward 
to make presentations. As these are received, the minister places them 
on the table. Other presentations may be made while some listed here 
may be omitted, as deemed appropriate depending on the staff position 
of the newly appointed person. (Other suggestions in the Book of 
Worship.)

Presenter: (Pastor’s Name), accept this Bible, and be among us as one who 
proclaims the Word.

Minister: Amen.

Presenter: (Pastor’s Name), take this water, and baptize new Christians in this 
place.

Minister: Amen.

Presenter: (Pastor’s Name), take this bread and cup, and keep us in communion 
with Christ and his Church.

Minister: Amen.

Presenter: (Pastor’s Name), receive this hymnal, and guide us in our prayer and 
praise.

Minister: Amen.

Presenter: (Pastor’s Name), receive this stole, and shepherd us as a pastor.

Minister: Amen.

Presenter: (Pastor’s Name), receive this Book of Discipline, and strengthen our 
connections as United Methodists.

Minister: Amen.

Presenter: (Pastor’s Name), receive this globe, and lead us in our mission to the 
community and the world.

Minister: Amen.

Minister: Let us pray.
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Minister and Congregation pray together:
Lord God, bless the ministries of your church. We thank you for the 
variety of gifts you have bestowed upon us. Draw us together in one 
Spirit, that each of us may use our differing gifts as members of one 
body. May your Word be proclaimed with faithfulness, and may we 
be doers of your Word and not hearers only. As we who have died 
and risen with Christ in baptism gather at his table and then scatter 
into the world, may we be one in service to others, in the name of 
Jesus Christ our Lord. Amen.

Minister: The peace of the Lord be always with you.

Congregation: And also with you.

(Reference: United Methodist Book of Worship, 1992)

Your District is Here to help! 

Michelle Holmes Chaney, Coordinator, Revitalization and Leadership 
Development  
   michellechaney@vaumc.org

Cynthia Lopynski, Program Coordinator 
   cynthialopynski@vaumc.org

Kim Johnson, Communications Coordinator 
   kimjohnson@vaumc.org 
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