
A checklist for arranging services in local congregations on special occasions 

From time to time, local congregations will be called upon to arrange services that are outside the 

scope of the regular Sunday service. These may include installations, anniversaries, confirmations, 

large funerals or even ordinations. These services will often involve larger numbers of worshippers 

than the typical Sunday service and may also include guest preachers, guest liturgists or other official 

representatives. As such, they may require an additional level of organisation or coordination that is 

not needed for the typical week to week running of congregational events. While it is impossible to 

prepare a comprehensive list without a specific context, the following is a basic checklist which is 

intended to help local congregations in preparing for such occasions. 

• Preparing the details of the service: 

o What order of service will be used?  

� Who will be responsible for planning the service details? 

o How will the order of service be made available to people: 

� Specially printed order? 

� Hymnals/Songbooks? 

� Projection? 

� Who will be responsible for preparing the printed orders or projector 

presentation? Have we allocated anyone to edit or proofread? 

o Who will be involved and in what capacity: 

� Reading: 

� Preaching: 

� Presiding at Communion: 

� Liturgy: 

� Additional Holy Communion assistants: 

� Giving greetings: 

� Making official announcements at the end of the service: 

o If any of the above are pastors, how do we expect each of them to be dressed: 

� eg. Do we want all guest pastors to be wearing vestments, or just pastors in 

specific roles? 

� What liturgical colour will be used for the day? 

� Has this been communicated clearly to those involved? 

o What additional rites need to be prepared eg. installation rite or rite of consecration? 

� Who is responsible for preparing the rite? 

� What additional requirements are needed for the rite? eg. microphones for 

greetings, symbols of office, etc. 

o What will our musical requirements be for the service? 

� Have we communicated all our requirements to the appropriate musicians? 

� Have we made arrangements for rehearsals, especially when we are 

involving guest musicians? 

� Where there are different melodies for the same hymn, have we clarified 

which melody we will be using? 

 

• Preparing the church for the service: 



o The appearance and decoration of the church: 

� Who will prepare flowers? Are additional floral displays necessary? 

� Will additional candles or other lighting be needed? 

� What are our visual arts requirements? Will the church need to be 

decorated in any particular way?   

• Who will attend to this? 

� Does the church require special cleaning or minor repairs in preparation for 

the day (eg. cracks patched, pews polished, yard cleaned up) 

o Approximately how many visitors will be in attendance?   

� Add 50 to your estimate: it's better to be over prepared! 

� How many service orders will be required? Count on three service orders for 

every four worshippers for a comfortable estimate. More would be better if 

possible. 

o Will we need to adapt our church to cater for a larger congregation, eg: 

� Extra chairs? 

� Installing a temporary audiovisual set-up in a marquee or church hall? 

• Who will organise this and manage it on the day? 

• Will we test it before the day to iron out any problems? 

� Will we have enough: 

• Parking? 

• Toilets? 

o Have we arranged additional helpers for the service, eg. 

� Additional ushers? 

� Welcomers/hosts who can answer specific questions guests may have? 

� Parking attendants? 

� Technical people: Sound desk? Projectionist? Somebody to assist 

projectionist? Filming the service? 

o Where Holy Communion is celebrated have we considered: 

� What method of distribution will be used? 

� Whether any changes to our usual practice may be useful to help cater for 

the larger numbers, eg. extra distribution points, continuous communion, 

standing instead of kneeling, etc. 

� How can we most effectively communicate this to the congregation? 

� Are there any local customs that we need to clarify for the benefit of visitors? 

� Have we got enough bread, wine, purificators, individual cups, etc. for 

increased numbers? 

o What contingencies do we have in place for extremes of weather? 
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