Suggested Checklist for Appointing and Ordaining a 
Person to the Office of Ministry Associate
____
Discernment by a CRC ministry of the need for a Ministry Associate
(Note: See the Synod 2001 Statement describing the office of Ministry Associate) 

____
Preparation of a Job Description to be submitted to Classis and the Synodical Deputies
(Note: It is wise to consult with leaders of a local CMLT in developing a job description.)

Elements of a good job description include:

1. A description of the functions and responsibilities that are ministerial in nature (see the first paragraph of Church Order Supplement 23-a). 

2. A description of the supervision and lines of accountability for the position.

3. Specific notation of whether preaching and/or leading the sacraments are to be included in the position.

____
Approval of the Job Description by Classis, with the concurrence of representatives from three neighboring classes (i.e. 3 synodical deputies). 

____
Preparation for Ordination (See the material from Church Order Supplement 23-a, intended to guide classes in preparing candidates for this office.)

____
Demonstrated ability of the candidate to function in the ministry to which he or she is called.

____
Presentation of Documents 

____
Council recommendation from the church in which appointee holds membership

____
Diplomas and transcripts giving evidence of formal general education and any specialized training in ministry

____
Copy of the letter of appointment from the church/ministry that is requesting ordination of the candidate as ministry associate

____
A copy of the candidate’s letter of acceptance

____
Other documents desired by a local classis: __________________________________
_____________________________________________________________________

____
Any other preparation steps desired by a local classis: ________________________________
____________________________________________________________________________
____________________________________________________________________________

____
Where applicable (if preaching is in the job description), public presentation of a sermon on a text assigned by the classis, in the presence of two representatives of the classis, who will serve as sermon critics.

____
Examination before Classis (See the material from the Church Order Supplement 23-c that offers guidelines for the examination.)

____
Ordination in a local congregation
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