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impact printer is generally superior to that of the dot matrix printer.
Both types of printer are under the control of the computer, printing
out whatever material they are instructed to print, and both type at
extremely high speeds, which range from 40 to 100 characters per second,
with many having a 500 words per minute minimum speed.

But none of the above hardware is of any value whatsoever if
there is no software, the instructions to the computer telling it exactly
what is to be done. Software is generally produced by a programmer,
who develops a particulér program, or set of instructions telling the
computer how to perform a given function, for a specific purpose. Most
microcomputers of the nature that would be usable in the congregation are
programmed in a language called BASIC, or Beginners All-purpose Symbolic
Instruction Code, which is geared for general data processing. Other
languages are available for more .specific purposes such as business,
manufacturing, and the like. BASIC, while not simple to use:in the
development of complex programs, forms the most common means of talking
with the CPU and instructing its actions, and in the hands of a reasonably
well-trained programmer can accomplish all of the functions that are deemed
necessary for most users of microcomputers. As a general rule, most
business applications with microcomputers are based on pre-written, or
canned, programs which can be fed into the computer and operated without
any need for further action. The program is entered into the computer,
data and information is entered at the request of the computer itself
through the output device, and the program produces the desired information
without need for other involvement by the operator.

Many of these canned programs are written specifically with

the intent of use by untrained individuals. It is only necessary to be able
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to enter the program through the memory peripheral; the computer will "ask"
for any information that it requires, permit that information to be entered
through the input device, and then proceed with the program and give the
required output, or resulting data, in whatever form the program directs.
Even this output can be tailored to the needs of the user, with options for
printing the information out through the printer and making multiple copies
being examples.

There are two methods of impl?henting the use of a computer in
a given situation, the first of which is working on a time-sharing system
with a computer that is located in another geographic area. Communications
between the local terminal and the main computer are maintained through the
telephone lines by means of a modem, or modulator-demodulator, which
converts the signals from the main computer into a usable form for the
terminal and then converts the terminal's reply into transmittable form
for transmission over the telephone. This system allows access to a
much moreAcomplex and advanced computer, complete with enough storage
to eliminate the need for memory storage peripherals at the terminal:ls
location, and allows the use of the printer and other peripherals as
well. The disadvantage of this system lies in its cost, in that there is
necessary expense for the telephone connection and also a charge per hour
of computer time used.

The other method of operation involves an in-house computer,
that is, a :computer which is self-contained and needs no interconnection
with another computer. This system, despite its higher initial cost,
offers the advantages of security, in that the computer cannot give any
. information to any terminal other than its own, and lower operating costs,

and if sufficient for use in a given situation would appear to be the better
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of the two options. A third option, with the in-house computer also forming
the basis for a small, locally contained time-sharing system, may serve
the meet the needs of a situation where more than one terminal would be
required. For example, one CPU housed in an in-house computer can power
two or more terminals, permitting one to be in the secretary's office and
another in the pastor's office, with both terminals working independently
of each other and using the same CPU and memory.

Another aspect of the computer, aside from dealing with data
and manipulating of that data, is its potential use as a word processor.
This relatively new business machine greatly simplifies working with
written material, and operates in the following manner.

Material which is to be typed is entered into the computer via
the input device and is displayed on the CRT tube. The system allows
for manipulation of the printed material displayed, such as correction of
spelling and grammatical errors, addition..and deletion of words, sentences,
or paragraphs, "block manipulation" of the text involving reordering of
paragraphs or sections, and can even automatically correct spelling errors
through the computer. When the final text is completed and in perfect
order the couputer can then be instructed to print the text my means of
the computer, presenting a copy which is error-free and arranged on the
page just as it was on the CRT. Some word processing systems are also
able to automatically number pages of text, underline and underscore, and
print out graphs and diagrams which have been created through the computer
on the CRT screen. An additional advantage to a system of this type is
its ability to be interfaced, or combined with, a list which is in the

computer's memory, producing a series of form letters with the name
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of the recipient entered in the inside address and the salutation as well
as the body of the letter. The same list could also be used to address
the envelopes through the printer, and such a list could be custom-tailored
to the need by any one of several criteria.

Another remarkable feature of this type of system, which is
operable through even a microcomputer, is that the letters can be saved
on disc or tape and reused at any future date. Thus, for example, a form
letter requesting transfers from another congregation could be devised,
stored, and reprinted with the pertinent material entered for a given
situation, without the need for recomposing and retyping the letter by
hand. Another possible application could be the generation of a cover
letter to accompany quarterly reports or financial statements, with the
letter and the statement both being printed by the computer at the direction
of the operator.

The microcomputer is a most versatile machine which is
capable of a great many functions which may be adaptable to use by a
congregation. Limitations include cost, necessary training of a computer
operator, and perhaps even resistance to change and inability to justify
the expense in terms of potential benefit. Yet there are many areas in
which a microcomputer could benefit a congregation in parish administration.
By examining the ideals, within the limitations of the microcomputer, a
better picture will emerge as to need, use, and availability, a picture
which can help assess the usefulness of this technology in a specific

given setting, the local parish.
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THE UTILITY OF THE COMPUTER IN THE PARISH

Although the pastor is called to preach the gospel, he cannot
escape the responsibility of providing administrative leadership
and performing some of its duties. The congregation consists of a
group of people living in the world with a need for good order and
organization as it does its work. The organization will develop as
practical circumstances require. The church may apply also the
world's accumulated administrative wisdom and skill to its needs.

The last sentence of this previously-quoted citation from
Schuetze and Habeck provides an introduction here to the possible uses
of the computer in the congregation. Having established the need for
administration in the parish as well as the workings and operations of
the computer, it is now most appropriate to interface these two, to
borrow a term from the computer world, and determine exactly what the
computer can be used for in the parish setting.

For assistance in this survey we turn to a questionnaire which
was developed for use in a survey of congregations using computer tech-
nology. This survey, funded by the Aid Association for Lutherans, is
being compiled at the time of this writing and will offer both guidance
and warnings to congregations who are considering automation of their
many administrative functions. The survey is being administered in The
Lutheran Church--Missouri Synod by Mr. Thurman Francisco, who is also
involved with the final compilation of the survey and through whom the
following materials were gathered.

The questionnaire consists, in part, of a series of questions

relating to various administrative tasks of the congregation which may be
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augmented or totally converted to computer technology. By reviewing these
questions we can also arrive at a fairly comprehensive list of uses for
technology which are indeed possible with currently existing systems.
Additional comments will be added to clarify and point out the relationship
betwéen these uses and the mission of the church.

1. Membership records. This task typically includes the creation and

maintenance of addresses, phone numbers, ages, births, baptisms,

marriages, family relationships, and deaths. Changes in the status
of membership, such as transfers in or out, are also included.?2

Right at the outset of possibly-automated categories of admin-
istration comes a major function which can be undertaken by the use of a
computer. A current listing of members, complete with addresses, phone
numbers, and the like, can serve well both the pastor and the members of
boards and committees within the congregation, and serves also the mission
of the church by enabling communication with each and every member of
the parish. Additionally, information such as birth dates, dates of
baptism and confirmation, and even favorite texts and hymns can serve to
build a closer tie between the congregation and its members and could
serve the pastor well in making calls and the like. As will be shown,
this list can also contain a more comprehensive listing of information
which can be of even greater benefit in the area of personal stewardship.
Such a list could also include mission prospects and information on calls
already made, and as such can serve the needs of the evangelism committee.
Finally, information regarding transfers and membership status would be
at the pastor's fingertips when required, assisting in the fulfillment
of the congregation's responsibility toward members who are transferring
from the care of the local congregation to another congregation.
This type of system could well supplant, or at the very least suppf%ment,

the congregation's permanent records.
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2, Visitation Support. Some record-keeping may be used to assist
staff and volunteers with calls on members, evangelism calls, shut-

in records, and identification of potential problems within the member-
ship. These calls may result from a program of planned visits and
follow-up in such cases as marriage, illness or stressful events.
Geographical location, responsibility assignmment, and records of
visitation might be included.

This use, alluded to in earlier paragraphs, can serve well the
mission of the church in contacting and supporting not only its own members
but also those individuals who may be prospective members of the congre-
gation. Records of previous calls, the nature of these calls and the need
being met through the call, and suggestions for future contact can all be
handled through this category of information, and future plans can be
laid more effectively when information of this nature is immediately
available. For example, an every-member-visitation program could be
set up with geographical guidelines, so that calling committees would
not have to contact individuals in widely separated areas of the parish.
Evangelism committee members and callers could enter their assessments
of previous calls and suggest a future date of contact, which could be
recalled and formed into a schedule of calls. Records of shut-in calls
and communions can be kept, with the additional benefit of a reminder as
to proposed dates for the next communion or shut-in visit. Anniversaries
of special events in the lives of parishoners can be called up, as for
example the anniversary of a birth, a marriage, or the death of a family
member, offering a fine opportunity for the pastor or callers to tie in
with the member's personal and religious life. All of these functions
serve to underline the congregation's role of support and outreach to
its own members and the surrounding community, offering an organized and
appropriate schedule of opportunities for presenting the Gospel at times

which may be most significant in the lives of individuals.
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3. Personnel Records. Maintenance of personnel records of the
employed staff.

This aspect of record-keeping serves mainly as a time-saving
device, maintaining the records of the staff of the congregation and
making the gathering of information for tax purposes, retirement and
pension plans, and the like considerably easier for the individual
responsible for these functions.

4, Voluntary Talent and Skills Inventory. The record-system, formal
or informal, which allows the congregation to identify, call upon,

and schedule special skills which may be available within the member-
ship.

It is here where the computer record-keeping system comes into
its own in the congregation. With this type of system it is possible to
dispose of the file cards and hand-gathered data sheets used in so many
congregations and substitute instead the computer terminal. Talents and
interests of the individual members can be gathered from a survey, entered
into the computer, and then presented in any combination. For example,
if the congregation is interested in beginning a youth choir, the computer
can be directed to find individuals within that congregation who have
musical ability, are willing to sing in or accompany a choir, and are
interested in working with the youth of the congregation. Or, in the case
of the board of trustees, if it is necessary to perform electrical work
or cabinet-making in the parish hall the computer can direct them to
individuals who have expressed a willingness and ability to help. Making
use of the already-present talents of the members serves not only in the
stewardship of financial resources but also offers the opportunity for
involvement to the members of the church. Also, a complete talent inventory
can avoid the problem of always calling upon the same volunteer and give

other individuals, who may normally be overlooked by even the most efficient



29
board or committee, a chance to become involved and "shine" in the work
of the church.
5. Church Archives. Important information similar to that maintained
in a church registry for important member-related and corporate events

and the location of documents, property inventory and valuation, and
insurance data.

Here the basic corporate information of the congregation is
placed into a more usable form, with information on incorporation, legal
aspects of the congregation, and insurance information being available
literally at the congregation's fingertips. Particularly in light of
current economic conditions, inventories and information on insurance
policies and claims can be vital in the event of a catastrophy; although
the policies are not computerized, their basic contents and location can
be organized for ready reference.

6. Safeguarding Privacy and Confidentiality. The procedures employed
to restrict access to the files, communications, records, and other

data maintained by the congregation to those whose need and discretion
are assured.

This aspect of the congregation's records and information can
be a cause of problem and difficulty, and can also serve as a cause of
concern regarding the computerized data-storage system. If the computer
is so knowledgeable and filled with information, how can that information
be guarded and kept confidential? Currently it is often merely a question
of placing records in a locked file cabinet, with only certain individuals
having access to those records by means of a key to the cabinet, but all
too often the two-fold problem arises: an individual is denied access to
records because those records are contained in with other confidential
records, or a person is given access to records beyond their:legitimate’ . .
need.

With the computer system this problem is eliminated on several
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levels. The first of these levels is the computer itself, which would
require at least a minimum of knowledge and information to operate.
Secondly, by the use of passwords an individual can be denied access to
given information. These passwords are written keys, without which
the computer will refuse to give out information. Each individual with
access to the computer can have their own password, which the computer
will recognize and can use to evaluate what information is to be given
to the individual. If the person asks for information which the computer
has not been programmed to give out to the user of that password, that
information will not be given out. On a third level, the information
kept on mini-floppy discs can ksimply be removed from the computer and
placed into a safe, taking little space and remaining completely secure.
This three-level protection is fa; more secure than the system used by
most congregations, thereby further guaranteeing the proper confidentiality
of the information.

7. Word Processing. Most churches have a significant load of document

preparation, repetitive letter-writing, bulletin formating, newsletters,
annual statistical and financial reports and the like.

Aspects of this use of the computer have previously been
discussed, so permit a brief example to serve as a reminder. The bulletin
is to be prepared for Sunday morning's service. The individual responsible
for that task seeks out information on scheduling of the week's events
(text, theme, hymns, special orders of service, special.announcements, and
the like having been entered by the pastor), other information which should
be publicized through the bulletin for that week, and brings the information
together on the computer screen. The compiler then sets up the format that
is to be used, types the bulletin on the screen, and makes any needed

corrections. Then the computer is directed to print the finished, perfect
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copy, in the format already set up on the computer screen, complete with
justification of the line length and drop-outs, or spaces left for artwork
to be added. The computer can print this copy as camera-ready copy for
an offset press or directly onto a stencil for mimeograph reproduction.
Another important use of this process can be seen when two

or more programs are merged, or put together. For example, if you wanted
to send a letter to all members of the congregation who are interested
in working with evangelism the letter, prepared with the word-processing
function of the computer, could be merged with the talent file to produce
individually addressed and personalized letters for each individual who
expressed an interest in the evangelism work of the church. Even the
envelopes for the letters could be addressed by the computer. Thus
contact of any sort could be maintained with the entire segment of the
congregation who shares one or several given interests or needs. The
computer could even produce reminders of meetings, printed and addressed
onto postal cards and ready for mailing to all of the members of a given
committee or board. If communication is the lifeblood of organization
and action then this system could well form the basis for a renewal,
completion, and transfusion, if you will, of that lifeblood, even within
the church.

8. Mailing Lists/Directories. The process of producing mailing lists,

labels, periodic directories of membership, identification of members

by zipcode, location, organizational membership and other character-
Estics

Often the congregation has a need for a list of members, complete
with telephone numbers and addresses, for a specific purpose. That may be
a special mailing, a subscription request from "The Lutheran Witness", or

even just a partial list of members based on some criterion or another.
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For example, a given elder may request a listing of those members for whom
he is responsible, or the pastor may need a listing of members eligible
for membership in the youth group. The computer can generate such lists
at a moment's notice, with the advantage that thefe will be no omissions
through carelessness or oversight. This type of ultimate efficiency can
be of great benefit as the church seeks to maintain contact with all of its
members and support inter-member communication, both in smaller groups
and in the congregation as a whole. The computer can be directed to give
a directory of all members who are involved in the choir, for example, which
would be of great use to both the director and the individual members.
9. Master Calendar and Scheduling. This task includes the development
and maintenance of an accurate and up-to~date church master calendar
and activity schedules in sufficient detail to identify and resolve

conflicts in events. Long-range planning of events and programs
is included in this task.

Once again the computerized system meets a definite need in
the congregation, that of helping to make organization, planning, scheduling,
and long-term planning simpler and more efficient. Rather than making
use of lengthy rolls of paper énd numerous methods of recording information,
the planning committee of the congregation can enter its programs into the
computer, obtain a read-out of possible conflicts, and thus éliminate
much of the hand work involved in planning, both for the year and for
longer range time periods. Not only major emphases and monthly themes,
but also year-long general themes and long-range planned thrusts can
be entered, with the result that these thrusts can be better coordinated
and controlled. The computer can then establish the final plan in its
calendar and serve as a reminder device of upcoming events and needs.
Note that the computer does not make the decisions, nor does it offer

suggestions; rather it permits the members of the committee to offer their
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suggestions and helps in resolving schedule and planning conflicts that
may arise. The computer does not eliminate the need of planning, but
rather intensifies that need to include each committee and board, giving
opportunity for thbse boards and committees to have their activities
included in the scheduled activities of the congregation.
10. Correspondence Log. This task includes the control and indexing

of correspondence and the maintenance of a chronological record of
correspondence.

Here the computer serves as an automated file cabinet, recording

both written and telephone correspondence and, at least in the case of
the former type of correspondence, offering the option of producing the
documents in question. This can serve as a benefit in matters such as
correspondence regarding contracts and services for the church, delinguent
members, and the like, helping to streamline the flow of information within
the congregation and between the congregation and individuals or groups
outside.

11. Periodic Reports. Annual reports of the membership, financial

and other activities of the congregation are typically prepared for

use of the local church board and for submission to the national church.

Include other periodic reports and summaries of a similar nature
required for the local ministry.

The advantages of having in a readily accessible form figures
and reports on various aspects of the congregation can be great, but though
those reports are able to be produced without computer technology they most
often are not presented because of the work involved. With computerized
records such information can be requested at virtually any time, and the
information will be current and updated without any required searching.
Membership figures, church attendance figures, information on the activity
of members within specific organizations of the congregation, and enrollment

statistics for auxiliary organizations such as the Sunday School can provide
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indicators of involvement and satisfaction with the program, thus indicating
also the degree to which certain programs are meeting a need within the
congregation.
12. Standardization of Administrative Procedures. Administrative
procedures for auditing and control of financial activities, develop-

ment and review of programs, check-lists of steps for funerals,
marriages, worship services, or confirmations, etc.

Here we find the computer involved in the nuts—and-bolts
operation of the congregation in pastoral administration, offering a means
to standardize and concretize administrative procedures for the sake of
orderly conduct of the church's business and mission. Pastorally, this
aspect can be used for information gathering and storage in the case of
funerals and marriages, while the administrative use of this function
could include information and procedures on matters such as audits, hiring
practices, and even matters such as the calling of a pastor or teacher.

By using check-lists, stored in the computer's memory, it becomes much
simpler to proceed within the congregation in a matter that must be repeated
periodically, and this method also promotes consistency in practice and
operation

13. Recognition of Individuality. This task is that of maintaining

a record of the individual needs, sensitivities, and characteristics

of members. It relates to all of the administrative processes such

as production of form letter, contribution solicitations or almost
any contact or communication.

Here we find the master list of characteristics and personal
information that can be used, when merged with word processing and the
other informational programs of the computer, to individualize communication
and contact with members, both through the written word and through personal
contact in the setting of calls. This file is perhaps the most vital to

the communication capabilities of the computer, but is at the same time



35

also the most sensitive by virtue of the type of information which it
contains. Much of this file's material may well be a matter of public
record, but many entries involved with this aspect of information regarding
. members of the congregation may of necessity be of a highly subjective
nature and thereby most confidential. Safeguards must be taken to permit
information to be drawn from this file for the purpose of list-compilation
without permitting full access to the file by anyone other than a most
trustworthy and discreet individual.

14. Accounting and Budget. Accounting procedures, budget reports,

cash flow analysis, payee histories, audit trails, and periodic

projections are typically performed to some degree or another by
congregations.

The business end of the congregation, financial and accounting
procedures, can be placed onto a computer and thereby greatly simplified.
Accounting packages are available for use in small businesses which would
well meet the needs of the congregation in areas such as basic accounting,
check writing, keeping of balances, and itemization of expenditures as
compared to budgeted figures. The computer also permits projections to
be made regarding the financial matters of the congregation, thereby
enabling the boards and committees to have an up-to—-the-minute record of
what has been spent and what is projected for the future. This type of
information can often be of great value in planning, establiishing in a
legitimate manner the projected conditions in the future and aiding in
decision-making regarding those projected future assets and their uses.

15. Stewardship Records. Record-keeping related to stewardship
contributions by family and/or individual in order to generate
reports and accounting to the contributor as well as analysis of
contributing patterns and membership response to stewardship.

Provide records of financial and other contributions, with capability
for analysis.
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Quarterly reports become a minor matter when contribution

records are maintained on computer memory, but an additional and more
important aspect of these reports comes with analysis. It is possible
to analyze such contributions and determine what the state of the congre-
gation's stewardship is, as well as determining the relationship between
current contribution levels and pledge levels, figures from former years,
and current or projected needs of the congregation or the synod. It is
also important to keep records of these contributions for the benefit of
the members regarding their taxes, and is worthy of note that the Internal
Revenue Service currently accepts recoxds kept on computer as evidence of
contribution.

17. Participation Analysis. Record-keeping which supports analysis

of worship and communion attendance and involvement in church programs.

Included might be analysis of changes in activity participation which
may indicate dissatisfaction.

18. Statistical Analysis. Congregational staff and lay leaders
typically are called upon to analyze recorded data and trends within
the church and in the surrounding community.

These two facets of computer ability can be used to gather
information most valuable to the pastor and the congregation's leaders.
Information on church attendance and communion attendance is well recognized
as having value in determine both trends within the congregation and possible
problem areas involving individual members or families. Additionally,
with analysis of attendance and participation figures, it becomes possible
to evaluate more objectively the programs of the church, types of worship
service, and the like. It bears repeating that the computer is not designed
to make decisions regarding these matters; the programs of the church cannot
be evaluated strictly on the basis of numbers. Yet an indication of reaction,

either positive ornegative, can be of value in an evaluation of certain
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programs or projects within the congregation, giving indication also as
to the self-percieved needs of the members.
19. Church Music and Liturgical Reference System. Records of the use

of music, both choral and congregational, pericopal texts used for
sermons, and sermon outlines or text.

20. Music Inventory. Congregations frequently have substantial
collections of sacred and other music. A music inventory system may
not only provide rapid access to the specific items available, but
may serve to support records of itslocation, performance requirements
and use,

Keeping a record of hymns used, text, and theme for each worship
service can serve the pastor in preventing unnecessary duplication of
subject material or worship materials, and can also (when programmed into
the system before the fact) provide other individuals with the information
necessary for their part in the worship service. A corollary to this
use comes in the cataloging of available materials, in this specific case
musical arrangements for the choir or chorus. The same type of information
could also be kept for the church's library, the pastor's library, or
virtually any other situation which traditionally uses file cards to store
information. An additional advantage to this type of record-keeping lies
in the computer's ability to search the information and present only a
specific segment of the information which meets certain requirements. Thus
a listing of all selections available in the church's music library which
are suitable for use on Easter and are written in four-part format (SATB)
could easily be assembled, with the final decisions to be made by the
individual in charge.

21. Energy Use and Physical Security. The procedures by which the

church grounds and buildings are made physically secure and the use
of energy is monitered and controlled.

One of the most fascinating aspects of computer technology is



