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CHAPTER X
THE PROBLEM
Statement of the Problem

The purpose of this paper is to report the findings of a study
which was made to determine the kind of business knowledge and siill
which are needed by the parish minister in the Intheran Chmrche-Missouri
Synode

Heed for This Study

This research project really had its beginning approximately sevene
“een years ago when the investigator was & young graduate fromuconeord:l.a
Theological Semlnary of Ste Louis, Missouri, After preaching one of his
firat sermons in a small toum in South Dakotay, the writer was invited to
have dimner with cne of the leading business men of the little city of
one=thousand inhabitants, During the dinmner conversation, the businesse
man made the statement that cne of the big problems in ocur chwrch is thab
the ministers kmow nothing about business., The investigator had little
to angwer to that, Aayathahadmemeﬁemeinthoprmﬁealpnﬂsh
ministry and at the same time he realised that his seminary training as
well as his collepge eourses had given him no specific business training.
However, as the investigator went forth into the active parish minise
try, this statement remained quite prominent in his mind and frequently
came to his attention when he faced various problems related to busi-
ness administration, As time went on, the writer discussed this
same need with fellow-pastors and found that many agreed that not only
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does the pastor meet many business problems but that it would be desir-
able and helpful if the parish minister had some specific business
training.

Since no specific investigation in this fleld had been made to date,
it was felt that to find an authentic answer; someone should systematie
cally investigate and gather the opinion of the active parish ministers
in the Lutheran Church-- iMissouri Synod. The writer realized that a
recent investigation by Clarice M. Robinson had been made about the
business activities of 120 Protestant clergymen of various denaminations.t
Buby 1t was felt, the findings of that investigation could not be specif-
ically applied to the conditions as they existed in the Lutheran Church--
Missouri Synocd bescause the educational background of most protestant
clergymen varics considerably while the pastors of the lutheran Church-e
Migsouri Synod are required to follow a very specific and rigid course
of study before they can be ordained as ninisﬁrs of that church, Thus,
the investigation deseribed in this report concerns itself very specifi-
cally with the conditions as they exist in this one denomination, the
Tatheran Church .- Misscouri Synod.

Scope of the Investigation

According to its most recent statistical report, this Charch come
prises a membership of 2,016,060 pecple., There are L,013 ministers

lolarice M, Robdnson, An Analysts of the Business lckivities of

me-azmared-ruunﬁ Protestant  (Unpublished Doctor's Disserw
s s versity, 19L9), 300 pages.
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active in this denominationy 3,715 in the parishes of the continental
United States.> Although the congregations of this churchebody sre
docated in 2all of the forty-eight United States as well as in the
Provinces of Canada and in 2 muber of foreign countries, it was cone
gidered advisable %o confine this particular investigation to ths condi=
tions as they exist in the parishes located in the continental United
States, Therefore, the questionnaires were directed only to pastors who
are located within the boundaries of the continental United States,

The Problem Analyzed

The problem to which the investigator sought an answer is threee-
fold.

He was concerned, f£irst of all, with the administrative functions
of the parish ministry, He wanted to dstermine whether the parish minis-
ter.of the Intheran Church-=Missouri Synod neesds information about fi-
nances, bud;_;:eting, accmmﬁing, business law, purchasing, consumesr eco=-
nomics, taxation, office mancgement, real estate, building construction
and maintenance; and other phases of business administration as they
pertain to the parish ministry,

The second part of the problem concerned itself with the clerical
and secretarial activities of the parish pastor, The author wanted to
gather information which would help to answer the quesiion whether the
parich minister needs instruction in typing, filing, bookkeeping, and
other clerical skills,

2pymin Schroeder, Statisticsl Yearbook of the Luthersn
Missouri Synod 1953 (St. Toulst Concordia Publishing House, 1952)s ps 155
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The third phase of the problem concernsd itself with offering
couraes of instruction in these various phases of business knowladge and
ekill if such instruction should be considered desirable. It was %o be
deternined which of this education was to be given in the high school
department, which in the jundor college department, wh.‘..ch in the pro-
posed senior college, which in the seminaries, which in pastoral confer-
ences and workshops; and finally which was to be confined to the pastor's
private study. It was hoped, that in a preliminery mamner, it might ba
determined what should be included in the various training courses.

It wes a further hope of the investigator that this study would help
tc determine what aid could be given to parish ministers for an intel-
ligent conduct of their perscnal msiness affairs. It might also aid
in determining what hef.lp could be given the parish minister so that he
may understand and intelligently supervise the business administration
of his church. It could aid in determining what help needs be given
the parish minister so that he may efficiently perfiorm the secretarial
and clerical duties which pertain to his office, and whiech, esi:eeia:l.'ly
in the sma2ll eoggregation, might be his nersonal responsibilities, And
finally, the study could help to develop; at least in a preliminary
manner, the various units required for a course of study {or at least
- 4%t could enumerate 2 series of units or ﬁp:l.es)uﬁh:lch could be uaad:
in piving parish ministers the necessary business knowledge and skills,

Value of This Study

Since within recent years there has been a growing emphasis on
the business phase of church administration, and since efficiency in
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the modern church seems W reguire a greater amount of training and skill
to meet thess needs,; it seemed possible that this investigation would
lead to supzgestlions uhich might alter the coursc offerings at the varicus
synodical preseratory schools as well as the theological seminaries of
the Imthersn Churche-Missouri Syncd. And so, this reseumrch could make

2 gignificant contribution to the spescialized educaitional progrem as it
is offered to the prospecitive parish: ministers of this church,



GHAPTER 1IXI
THE METAOD
The Questiomaire

In order to £ind an ansuer i the bazic question Mihat Business
Knowledge and Skill are Needed by the Parish Minister in the Intheran
Church--liigsomri Syncd," the investigator employed a guestionnaire
technique, The questiommaire used for this study (See Appendix D) was
prepared on the basis of similer questiommalres which had been ussd by
investigators of probiems like this as well as other basic btmsiness
problems. (See references No. 1, 3, 6, 15, 16, 30, 32, 39, i1, k3, and
Ll in the Bibliography) Specific reference was made to the question-
naire employed by Clarice M. Robinson.t

The questiommaire used in the present study asked for general
information about the parish in which the pastor works. It concerned
itself with the preparatory school and am!nnry fron which he graduated,
the time when he entered .the ministry, the commnicant membership of his
congregation, and the size of the commumity in which he works,

It was also designed to gather information about the business
equipment, available to the parish pastor, Likewise, it seemed impor-
tant to lmow the type and the quantity of secretarial assistance avail-
able to these parish pastors,

'I.hegrnateat.portionoftha questionnaire was devoted toc a mumber

1o1arice M. Robinson, An %ﬂr of the Business Activities of

%ﬁmﬁ&oﬁaﬂ s (Unpublished Doctor's
mﬂl’ j aliong versity, 19“). Pe 282,
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of business activities in which a parish pastor might be engaged to a
greater or lesser degree. The pastor was asked to indicate whether he
engages in these activities often or sometimes or never. The activities
were grouped under the following headings:
1. Business activities involving the use of office machines
2+ Business activities involving recordekeeping, financial,
cr legal matters
3¢ Business activities involwving purchases for the church
L. Business activities involving letter-writing and £iling
5« Business activities involving office management and
supervision
6« Business activities involving personal problems
The last page of the questionnaire was designed to gather opinion
about the school in the Imtheran Chmrche<lissouri Synod's ministerdial
training system which might best offer the courses necessary to give the
parich vastor the business knowledge and skill which he needs, The
pastor was asked to indicate in which of the following educational areas
he thinks training had best be given:
1. The high school department of synodical schools
2,' The Jjunior college depariment of synodical schools
3. The proposed synodical senior college
« The theological seminaries
5. Conferences
Private study
Finally, the ministers were asked to glve suggestions, comments, or
criticisms about the study.
ifter a preliminary draft of the questionnaire had been prepared, it
was submitted to 2 mmber of experts both in the theological and educa~
tional field as well as to a mumber of parish pastors for suggestions
and criticiem, Among the men comsulted for validation of the questione
naire were three active parish pastors, two junior college professors,

four admini.st.mt.wa of the Lutheran Churche-lissouri Synod, the president

PRITZLAFF MEMORIAL LIBRARY
«. CONCOEDIA SEMINARY

ST. LOUIS, 1O, T



of Concordia Seminary, St. Louis, Missouri, and three nmembers of the
faculty of Ball State Teachers College, Muncle, Indiana (two of which
were in the Department of Education and one in the Business Education
Departanent),

Toon the suggestions of these experts, some of the items in the
original questiomnaire were omitted and certain other statements wers
added, The completed validated questionnaire was then majled o 233
pastors active in the parishes of the Intheran Churche-Missonri Syned
within the continental United States.

Sampling Technique

In order to get & representative sampling of the active parish
pastors, the investigator carefully checked the graduation lists of the
two theological seminaries from which the pastors of the Iutheran Churche
Misgouri Synod graduvated from 1912 to 1952. Every fifth year was chosen
for the samplinz, 1952 was chosen as the latest year because it was
felt that a pastor should have at lesast one full yéar's experience before
he can give any valuable information for this study. Since the latest
camplete available statistics for the Iatheran Churchesiissouri Synod
were for 1953, the sampling could begin no class graduating later than
1952, .Thus, the classes considered were those of 1912, 1917, 1922, 1927,
1932, 1937, 1942, 1947, and 1952, (See page and volume references listed
in No, 11 of the bibliography) The sampling was not extended beyond
1912 because sixty-five is the age at which these clergymen become eligie-
ble for retirement. Assuming that most men were from 22 to 25 years old
when they entered the ministry, the next age group in the sequence
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followed, 1907 would have extended considerably beyond this retirement
age.

The namew appearing on these graduation lists were then carefully
compared with the official roster of active pastors in the ILutheran
Church=-iigsouri Synod,. as shown in "The Lntheran Ammal - 1954,"¢ Tims,
a list of active pastors from the various classes, who graduated in the
years indicated above was prepared. From this list every third name was
chosen to become a recipient of the questiomnaire, This process resulted
in choosing 233 names, Teble 1 shows that the 233 parish pastors who
received the questionnaire were a fair representation of the graduates
from the two theological seminaries as well as from the various age
grouns wWno were active ministers in the church in 19%h,

Since every third name of the active parish pastors of the respec-
tive classec was chosen to become a recipient of the questiomnaire, it
is to be understood that a 33.3 percentage of selection was the ideal
for e:ach graduabting class studied, Table 1 shows that the average
deviation from ﬂ:ip ideal for the two theological seminaries combined
was nine tenths of one per cent,s Likewise, the greatesi deviation in
the instance of any single class was 5.1 per cent,

S

20 A, Do, The Iutheran Ammual for 195k (St. Louis: Concordia
(] 9 L}
Publishing House, I953), p.
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TABLE 1

DISTRIBUTION OF QUESTIONNAIRES SENT TO PARISH PASTORS ACCORDING TO
GRADUATION DATE AWD SEMIVARY FROM WHICH THEY GRADUATED

it o
e zcuman:

Year Humber Fumber Serving fumber Receiving Percentage
Graduated Churches 195L Questionnaires of Selsction
Concordla Seminary, Saint Louls, Missouri:
1912 85 L6 15 32,6
1917 87 55 13 32,7
19522 S0 68 22 32.3
1927 126 a7 29 33.3
19232 137 87 29 33¢3
1937 1L a1 27 3363
19h2 51 38 12 3.5
1947 Bl 53 7 32,0
1952 72 L9 16 32.6
Concordia Seninary, Springfield, Illinoist
1912 38 10 3 30.0
1917 23 9 5 33.3
1922 21 9 3 33.3
1927 32 18 6 333
1932 30 16 S 27.7
1937 17 1 3 272
19L2 17 11 3 27.2
1947 29 17 5 29.4
1952 66 53 17 32,0
Total 273 15h 8 .2
Total Both

233 32.h

B

Seminaries 1119
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Because only one out of every five graduating classes was chosen
for questioning; the percentage of selection of the totzl number of
pastors serving congregations in the entire Lutheran Church-sMigsourl
Synod would be one-fifth of 32,4 or 6,480 per cent. Actually, the 233
questiomnaires meiled to parish pastors reached 6,271 of the total
mmber 3;715 nen actually serving congregat « -This indicates a
variant of 109 per cent due to the random sampling method used,

An atbempt was also made to distribute the investigations geo=
graphically in proportion to the concentration of churches in the
various forty-eight states. Tsble 2 shows this distribution by indicate
ing the nmumber of pastore serviné; congregations within each state as
well as the mmber of questionneaires sent to those states.

Thus it was found that the 233 names selected represented 6,271
per cent of the total rumber of 3,715 pastors who were serving congrega=
tions. Due to the random sampling technigue used for the selectien of
namesy; thirteen states werc not included in the sampling, These thir-
teen states, however, are served by only sixty parish pasiors. Thus,
samplings were made in all but 1,7 per cent of the geographical areas
in vhich pastors of the Iumtheran Churchew}issouri Synod are active,
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TABLE 2

CEOORAPHICAL DISTRIBUTION OF PARYISH PASTORS TO WHOM THE

QUESTIONNATRE WAS MAILED

ToemCesER

Tumber of Pastors No. of Question= Percentage
Stats Sorving Congrezations naires Sent of Selection
Alabana 13 0 0
Arizona L 4] 0
Arkansas 12 1 8.3
California 21 18 8.1t
Colorada L7 3 »
Comectlicut 25 2 8.0
Delaware _ 2 0 0
District of Columbia 6 0 0
Florida 36 2 5e3
CGeorgia T 0 0
Tdaho 22 3 1345
Illinois 439 39 8.8
Tndisna a7 m Tolt
Towa 223 15 647
Kansas 126 11 8.7
Kentucky 1l 0 0
Louisiana 26 1 3.8
Maine i [4) 0
Maryland 36 5 13.8
Massachusebts 19 1 De2
Hichigan 271 11 1140
Ifimmesota 285 b1 1 Le9
Mississippi 6 2 33.3
Missouri 203 12 Se
lMontana 28 3 10,7
Nebraska 196 111 5.6
Yevada 12; g g
New Hampshire
Hew Jarsey 52 5 9.6
Rew Mexico 12 1 8.3
Hew Yok 197 6 3.0
North Carolina 22 2 9.0
NWorth Dakota 68 L 5.9
Ohio 129 6 Le6
© Oklahoma L7 6 12,7
Oregon Sk 1 1.9
Pennsylvania 72 3 ko2
Rhode Island 3 0 0
South Carolina L 0 0
South Dskota 68 g Lol
Jocoguees 23
Utah léi 3 (]
Yermont 1 0 0
v %0 p 1?.
Wi g 3 «0
Yest ]g 50
Wisconsin 282 o3
Wyoming 20 _1 —2:0___




13

Outside Help Used

The ocnly ouislde help used for obtaining information was found in
the official sietistical publicatlons of the ILutheran Church--lissouri
Synod; namely, the "Statisticel Yearbook « 1953" and "The Lutheran
Anmapld « 1954,%



CHAPTER IXI
FIRDIFGS
Return of the Questiomnaire

The questlommaire was mailed to 233 parish pastors of the Iumtheran
Church-«llssouri Synods; selected according %o the procedure described in
Part Two of this reports The mailing was made om November 11, 195k, ace
cospanied by a letier explaining the purpose of the questiomnaire (See
hppendix B) and asking the clergymen to retwrn their completed questione
naire within two weeks, 1f possible. By the end of November, approximate-
1y zevendty per cemnt of the questionnaires had been retwrned, The
investigator sent a second letber during the first week in December aske
ing those who had not returned the guestionnaire, if at =ll possible,
to cooperate by furnishing the requested information., The clerzymen who
had not returned their copy were told, if they did not choose to give
the requested information, simply to return that portion of the question=
naire which would furnish the investigator with the name and address.
After Jamuary 1, 1955, it was assumed that all those who intended to
return the questionnaire had done so, and then the tabulations were
mades I% was found that 193 of the 233 men who had received question=
naires had taken time during the rather busy Christmas season to give
the investigator the detailed information which he requested about
business activities of parish ministers, Thus the number of questione
naires returned represents 83 per cent of those sent.

A check was made to determine whether the retwrns of the questione
naire were distributed as fairly and accurately as the names which had
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been selected to become reciplients of the questiomnaire. Table 3 indicates
that there is a reasonable uniformity in the percentags of the question=
nalres returned from the various states to which they had besn sent, The
ecolunm on the extreme right of Table 3 indicates that the highest
percentace of representation of the total number of clergymen in any one
state was 16,7, and that there was only one state from which there was
no return et all, ¥n additicn, it needs to be noted that thirteen states
had not been included in the mailing of the guesiionnaire and, therefore,
could not be represented in the returns. However, those thirieen states
as shoun on the last line of Table 3 represent only a totel of sixty
active parish pastors. These sixty constitute approximately 1.7 per
cent of the totzl lMissouri Synod active parish clergye.

The averape porcentagze of representation by the returned questione
nalres, as indicated in the last line of the column to the extreme right
in Table 3; is 5,195, This should be compsred with the total percentage
of selection which was 6,271 as shown in the last line of Tabls 2, By
compering the figures in columm three (Number guestionnaires sent) with
thoge in colurm four (Humber returned), one can determine the amount of
cooperation received from the pastors in each of the states to uhich
the questionnaires were mailed, This comparison also indicates that
the participation was quite uniform and rather genersl. It secems xea-
sonable to assume, then, that the returned questicmnaires represent an
adequate peographical distribution of the opinion of the active clergy-
men of the Iutheran Chmrch-=ifissouri Synod.
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TABLE 3
GEOGRAPHTCAL DISTRIBUTION OF QUESTIONMATRES RETURNED BY PASTORS

S ————
Rumber Pastors Number Question- Number Per Cent

State Active naires Sent Returned Represented
Arkansas 12 1 3 8e3
California 21) ig 13 6.1
Colorado L7 3 3 (1
Connecticut 25 2 1 L.0
Florida 36 2 2 56
Idaho 22 3 3 13.6
Iliineis L39 39 27 642
Indiens LT 1 10 6.8
Towa 223 15 13 5e8
Kansas 126 1 8 6.3
Iowisians 26 1 1 3.8
Meryland 36 S 5 13,8
Massachusetts 12 1 1 02
Michigan 271 n 8 3.0
Mirmesota 285 b/ 1Y i 1k LS
Mississipol é 2 2 33.0
Missouri 203 12 1 Seli
Hontana 28 3 3 10.7
Hebraske 196 1 10 Sel
Hew Jersey 52 S L 7.6
Hew Mexico 12 1 1 8.3
New York 197 6 5 2,5
North Carolina 22. 2 0 Qs
North Dakota 68 L L 5.8
Ohio 129 6 L 3.1
Oklahoma L7 6 6 12,8
Oregon 5L 1 1 1.9
Pennsylvania 72 3 3 L2
South Dakota 65 3 2 29
Tennesseo 15 2 2 13.3
Texas 181 9 8 L,
Utah 6 0 1 16,7
Virginia 10 3 & 10,0
Washington 59 3 2 3.
Wisconsin 288 15 12 L3
Wyoming 20 1l 1 5.0
Hone Sent 60 - e =

Total 3,715 233 193 5.195%
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On the first page of the questiomnaire the responding clergymen had
been asked 4o indicate the preparatory junior college as well as the
theologlcal seminary from which they graduated. According to the answer
glven to this question, the returns were sorted first according to
graduation from the preparatory junicr colleges and then according to
thelyr graduation from the seminaries of the Lutheran Churche-lissouri
Synod,

The first part of Table L shows the nmumber of returns from each of
the Imtheran Church--Nissouri Synod?s colleges plus one return from a
schiool meintained by the Wisconsin Synod of the Imtheran Church. Since
no statistical information was avallable sbout the number of men receive
ing the questionnaire who originally graduated from the various jJunior
preparatory colleges,; it was not possible to indicate the percentage
vhich these returns represent of the total number of graduates of these
preparatory schocls. However, the figures in column two of the first
part of Teble L seem to indicate that the number of returns is in
proportion to the size of the schools and.'bh mumber of graduates who
have been coming from those schools, at least in the last few decades,
It will be noted that no returns were received from graduates of Con=-
cordia College at Portland, Oregon, as well as from Concordia co].‘l.gge,
Austin, Texas, This is due to the fact that these schools just recently
introduced the two junior college years and that they, thus, were not in
a position to furnish graduates who would be in the active parish minis-
try in 1952,
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TABLE L

DISTRIBUTION OF QUESTIONNAIRE RETURNS ACCORDING TO SCHOOLS FROM
WHICH THE PARISH PASTORS GRADUATED

Location Number of Returns

Junior Collepes:

Bronxville, N, Y. i3
Concordia, Misscuri 28
Fort Wayne, Indiana 26
Milwaukee, Wisconsin 29
Oakland, Californis ks
Winfield; Kansas 22
5t. Paul, Minnesota 30
Watertown, Wisconsin (Wisc. Syn.) 1
Edmonton, Canada 2
ot Designatad 1
Springfield, Tliinois (Pre-seminary) 37

193
Seminaries:

Number Sent Number Returned Per Cent Returned

Saint Louis, Missouri 185 152 82,2
Springfield, I1linois 48 1 85.4

Total. 233 193 83.0%
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The second part of Table l shows the returns according to the two
theclogical seminaries from which all clergymen of the Lutheran Churches
Missouri Synod graduate. This part of the table shows that 152 returns
came from graduates of the Seminary at Saint Louls and ll from the
Seminery at Springfield, Mlinois. The sorcentage of roturn over against
the number of questiomnaires mailed to graduates of these two schools is
almost identical, The Saint Louis graduates returned 82,2 per c'ent and
the Springfield graduates 85.4 per cent. This leads one to believe that
the representetion of opinion in the gucstionnaires is a fair representa=
tion of the graduates of both of the theological seminaries,

The gquestiomnaire had been mailed to graduating class representa-
tives spaced at five yeaf intervals,  beginning with 1912 and ending with
1952. In addition, however, the resgonding clergymen were asked to
indicate the year when they entered into the service of the church, This
date did not alweys coincide with the year of their graduation beecszuse
of the fszct that gsome of the men did not obtain positions inmediately
after graduation or becmuse they spent scme time attending other educa=-
tional institutions before they became active as parish ministers.
Therefore, the number of years which the pastors served is indicated in
groups of five years as shown in the second columm of Table 5. The men
who served longest were classified in the group serving from L2 to 38
years, the next longest 37 to 33 years, down to those who entered in
1952 or thereafter. Colum three of Tsble 5 shows.the number of ques-

|
.tionnaires sent to these various age grouprs,; which in turn corresponds

with the information as it is shown im Table.l. The fourth column of
Table 5 lists the number of questionnaires returned by each age grouwy
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while in the fifth column is shown the percentage of return over against
the mmbar of the questiommaires mailled. The last colwn of the table
indicates the percenitage of the representation of opinion of the total
mnbzr of questlonnalres returned. It does not attempt %o indicate, for
aexample, thal those men who were in the service of the church for 35 to
L2 yoars represent 6.2 per cent of the total mumber of active clergymen,
bub rather that 6.2 per cent of the men who responded to the question-
naire have surved as actlve clergymen between 38 and L2 years.

TABLE 5

DISTRIDUTION OF RETURNED CUESTIONHNAIRES ACCORDING TO LENGTH
OF TIME PASTORS SERVED THE CHURCH

Yoor Intersd No. of Years To. Queat, Ko,.(uesti.Per Cent Per Cent

Church Work Served Sent Returned Retwrned of Total
1912 - 1916 L2-38 18 12 66,6 642
1917 « 1921 37-33 21 15 Ti.h 7.8
1922 « 1926 32«28 25 19 76,0 9.8
1932 - 1936 22-18 3L 2 70.5 12.4
1937 = 1941 17«13 30 28 93.3 1.5
1942..= 1946 12- 8 15 13 86.6 67
1917 - 1951 T=3 22 20 90,2 10,4
1952 = v 2= 33 31 939 16,1
Total 233 193 83.0 100,1

Also as far a5 the length of time which the responding pasturs
served the church is concerned; there is a rather marked uniformity,
The smallest percentage of return was from those who served the church
the longest, But, these did return 66.6 per cent of the total number
of questiomnaires mailed them. The highest percentage of return came
from those who were in the service of the church the shortest period of
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time as is shown in the last line of column five in Table 5, namely,

93.9 per cent. Since the percentage of retwrn was this high, it seems
reasonable to assume that the opinions in the questiommaire are a fair re-
presentation of the:opinions of each of the age groups of the active
clergymen,

The statistical records of the Iutheran Church--Missouri Symcd do
not indicate the size of the commnities in which the various pastors
are active, Therefore; it was not possible to compare the amount of
response of the clergymen in each of the groups of commnity sizes.
However, the first page of the guestionnaire requested that the men
indicate the conmunity size within the population mumbers shown in the
first colurm of Table 6. The second columm of Table 6 shows the rumber
of returned questionnsires from each of the commmnities indicated, and
the third column shows the percentage which these returns represent of
the total number of questiomnaires returnmed.

TABLE 6

DISTRIBUTION OF RETURNED QUESTIONHAIRES ACCORDING TO SIZE OF
THE COMMUNITY IN WHICH THE PARISH PAST(RS LIVE

. Per Cent of

Population Number Returned Total
Hore than 300,000 3l 17.6
100,000 ~ 300,000 15 7.8
10.000 - m'mo 1‘3 22.3
S.W - 1°.m 9 hl?
2,000 = 5,000 29 15.0
1.” - 2,@ 15 7.8
Under 1,000 but in town 21 10,9
Strictly Rural 27 14.0
Total 193 100.0
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The writer is not able %o statey, for example, uhether the rmmber of
retwns from commnities between one and two thousand was in direct
proportion to the number of retwrns from commnities between two and £ive
thousand, Howsvery; it can be seen from Table 6 thai each of the dife
ferent popnlat.iom groups ieg represented in the returned questionnaires,
So again, it seems reasonable to assume that the opinion of the responds=
ing clergymen presents conditions as they are found in all of the
different commmity situations of the United States.

The statlstical records of the Lutheran Churche-lissourd Synod
carefully tabulate the number of congregations which this ehurch has in
various communicani membership size groups., The groupings are showmn in
the first colum of Table 7. Thusg; the smallest preaching stations
would be listed as having from 1 to 2 commmicants, the next frcm
25 to 49, and the largest as having 2,000 or more commmunicants, Columm
two of this table shows the nmumber of congregations which the church
has in each of the communicant membership groups. The third column
indicates the number of questionnaires which were received from these
various commmicant membership groups, The fourth coluwm shows the
percentage of representation shich these returns constitute of the total
mmber of congregations in their respective group. The last column shows
the percentage of the total mumber of retumns, as it pertains to the
individusl growp sizes, Dms, the returns from congregations mmbering
from 1 to 2 constitutes .5 per cent of the total mumber of questione
naires returned, The returns from congregations between 25 and LS come
mmicants constitutes 1.5 per cent of the total mumber of returns.

It will be noted from the last two columns of Table 7 that there
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was only one size group of congregations which did not return question=
naires, namely, the group having from 1,400 to 1,499 commnicants, Howe
ever, the returns from those having from 1,300 to 1,399 commnicants is
conparatively high and so for all practical purposes should reflect the
situation  quite adequately for the next size group. The average percent-
age of representation of all congregations is not as high as the average
percentage of returns received from the various clergymen because many of
the parish ’nﬂnistars serve more than one coengregation.

Toble 7 indicates that the information in the returned questionnaires
gives repz;esentat:lon to the different congregation sizes as they are found
in the Lutheran Church--lMissouri Synod. It is reasonable to assume,
therefore, that the opinion of the responding clergymen represents condie-
tions as they are found in the congregations of all sizes in the different
commnities of the United States.
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TABLE 7

DISTRIBUTIOR OF RETURNED QUESTIONNAIRES ACCORDING TO COMMUNICART
MEMBERSHIP OF CONGRECATIONS SERVED BY PARISH PASTORS

Humber of Humber of Hos Quests. Per Cent of Per Cent of

Commmicants Congregations Returned Congregations Total Returns
12 206 1 5 5
25 = 49 a9 3 o1 1.6
50 = Th L99 10 2,0 52
75 = 99 378 10 2,6 5e2
100 = 199 1300 50 3.8 25.9
200 = 299 762 29 3.8 15.0
300 = 399 L37 32 Te3 16,6
,-IOD = h99 273 21 707 10.9
£00 - 699 1ol § 6.7 3.6
700 = 799 91 3 3.3 1.6
800 = 899 55 2 3.6 1.0
900 = 999 Lo 3 TS 1.6
1000 - 1099 35 2 57 1,0
1100 - 1199 26 2 TeT 1.0
1200 = 1299 18 1 5.6 o5
1300 = 1399 18 2 1.1 1.0
1400 - 1499 12 0 - -
1500 = 1999 34 3 8.8 1.6
2000 or more 16 1 6.3 o5
No congregation - L - - 2,1

Total h. 8913 4.0 100,0

&
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Business Clrecumstances Under Vhich Pastors Work

To determine the kind of business knowledge and skill which are
needed by the parish pastor of the Lutheran Church-=Missouri Synod, we
necd %o know the type of business equipment with which the parish pastor
is required to work. Therefore, a section was provided on page one of
the questionnaire on which the parish pastors could check the various
Kkdnds of office machines which they now have and use in comnection with
their ministerial work. Table 8 shows the total mumber of pastors who
indicated that they have and use typewriters in comnection with their
parish ministry, the total rumber using mimeographs, liquid duplicators,
mimeoscopes, addressing machines, dictating machines; wertical files, and
card files,.

The last line of Table 8 shows the percentage of the responding
pastors who used each type of equipment. Thus, 99 per cent of the re-
sponding clergymen indicate that they use typewriters in commection with
their work, 96 per cent use mimeographs, 8l per cent use vertical files,
and 73 per cent use card files.

It is very clear from this tabulation that the most cormonly used
equipment in the parishes of the Lutheran Church-=Missouri Synod consists
of typewriters, Mmaogz-aéhs, vertical files, and card files, The least
used article of equipment is the dictating machine,
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TABLE 8
OFFICE EQUIPMENT AVAILABLE TO PARISH PASTORS

Comnmatie Type Mimeo Ditto Mimec Address. Dict.s Verte Card
Members writer graph Dupl, géope Machine Mach, TFile File

2L-43 3 3 3
50«74 10
75=99 6
100=199 10
200299 2k
300=399 26
LOO=1199
500=599
G00=699
TO0-799
500=899
200=992
10001099
1100=1199
1200=1299
1300-1429
1500-0ver
No. Cangre

Total 191 186
% of Returne 99 93

N \nR
oD PwRLNE R3Sl
HEoMODREWRHRDWWGOOWWE B
=
neE™ mmmrvwa«o\m{;o@l—'lﬂl
n

W E N N RV =I-]

E et nPrwdwaRBERoo

&
-3
0

8 % owek | VET MHMNHG*O'GMI—'!
mt‘il—‘”llHlUlMl\?PMlll"lll
g 5 W&t HNumummB

N
w
B
(=]
(W




27

The tabulation also distributes each type of equipment according to
the commmunicant membership of the congregations served by the responding
pastors., This distribution seems to indicate that with the exception of
‘the four most populer articles of equipment, the smaller congregations
tend not %o use such items as liquid duplicators, addressing machines
and dictating machines, As a congregation grows in size, its business
operaticn becomes more complicated and requires such additional office
machines as addressing machines and, in some instances, dictating equipe
ment. However, one cannot conclude that all of the parish pastors of ths
Iutheran Churches=Misgsouri Synod are in possession of and use 21l of the
types of cquipment listed in Table 8.

Another section of the questiormaire sought 1o gather information
gbout the kind of clerical and secretarial help which the parish pastors
had available, It scemed important to know vhether the pastor is re-
quired %o perform the major portion of his office work himself or whether
he had peid voluntesr help to assist him in these activities,

Table 9 indicates the amount and kind of assistance available to
the responding pastors. The second column lists the number of pastors
who had no office assistants at all. The third colurnn shows the number
of pastors who received assistence only from members of their family who
gave their services gratis. The fourth columm shows the number of pastors
who received free assistance from volunteer workers of their church.

The next column shows the number of congregations served by the respond=
ing pastors who had partetime office assistants. This column does not
indicate how many workers each pastor had but only the rmmber of pastors
who had part=time workers. The next column indicates the rnumber of



28

responding clepgymen who had the agsistance of full tima paid helpers,
Again, this colwmn does not indicate the mumber of full time workers,
but only the number of pastors who had such full time workers. Tae last
colunm, on the other hand, indicates the total number of paid workers in
all of the parishes, This colum dees nos attempt to dlstributs the
numbar of workers according to the muaber assisting each individual
pastor, but only the totzl mnber of office workers employed by the
varioes congregations, Thus, for example, the congrsgations having from
400 to 499 commmicant members employed a totzl of ten paid workers,

A rather disbtinct pattern is noticesble in Table 2. This pattern
indicates thal those pastors having the lesst amownt of clerical assise
tance serve the smallest cengregations. As the size of the congregation
ineresses so the mumber of helpers and the professional relationship wi
the: helvners tends to increasec,

The last line of the table shows the percentege of pastors in each
category who have the type of assistance indicated., Thus, 25 per cent of
the ressonding clergymen have no clsrical or office assistance at all.
Thirty=-nine per cent have family members zssisting them with their
clericel and office duties, 47 per cent received the aid of volunteer
church members, 19 per cent have partetime paid workers and only 8 per
cent have full time paid workers. The total percentage of this last lins
is more than 100 becauss some of the responding clergymen may have the
assistance of family members, the volunteer help of church members, and a
pert-time paid worker. It seems reasonable to assume from a study of
Table 9 that the majority of the clergymen of the Lutheran Church--Missouri
Synod do not have the assistance of professional office or clerical workars.
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TABLE 9
CLERICAL AND SECRETARIAL HELP AVAILABLE TO PARISH PASTORS

Commune No Family Church Have Part- Have Full- Total Yo,
icant 0ffice ifoembers Members Time Paid Time Paid of Paid
Members TVorkers (Gratis Gratis Workers Workers Workers

1200=1299
1300=1499
1500=over
No congr.

Total 18
% of Returns 25
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Most of the pastors are personally in charge of office duties and only
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occasionally do they recelve assistance from volunteer workers from the
congregation or from their own family,

Business Activitlies of Parish Pastors

The major portion of the questionnaire consisted of 2 listing of
89 separate business activities in which a parish pastor might be engaged
to a greater or lesser degree, These 89 activities were grouped in six
different sections; related activities were included in sach of the six
saections, The parish pastor was asked to check whether he performs these
activitlies "often" or "sometimes" or "not at all,® If the activity was
performed by an assistant he was asked to check the "not at all"™ columm,
Thus, the response would indicate those activities in which the parish
pastor personally participated. . .

After the responses aboul the fraquency of business e.c'l'.lv:l.tkd.asr were
tabulated in their respective columns of "often,"” "sometimes,” and "never,"
the columms were weighted. Items 1n co;u:m -one were given a weight of
three, those in the "sometimes" column a weight of two, and those in the
"never® colwm a weight of cne. The total weighted score for each res-
pective activity was then obtained by addin,g the scores of column one
and two and three for the activity in question. The weighted totals
then became the basis for listing the business activities in the order of
their frequency in each of the six respective activity groups as shown in
Table 10, 11, lé, 13, 1, and 15. And finally, a composite table of all
activities in the order of their frequency was prepared on the basis of
the weighted score. The composite order of frequency is shown in Table i8.
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The first part of this section of the questionnaire concerned itself
with activities for which the parish pastor might use such office machines
as the typewriter, a stencil or other type of duplicator, dictating
equipment, addressing machines and other commonly used office machines,
Fifieen different actlvities were listed in this grouping, The results
from the weighted scores indicate that the most frequently performed
activities In ihis area were "typing sermons or sermon notes," "typing
business latiters,” "typing material for Sunday bulletin," "cutting stene
cils," "using the mimeograph or other stencil duplicators," and "typing
copies for the printer,"

The colurm following the listed activities in Table 10, headed
"lone Frequently," shows the number of parish pastors who stated that
they performed the respective activity frequently, Accordingly, 160 of
the 193 responding pastors stated that they frequently typed sermons and
sermon notes, Only eight stated that they used dictating machines, while
only two frequently used gelatin duplicators. The last columm indicates
the percentage of the total number of resp onding pastors stating that
they performed the respective activity frequently. Eighty-three per
cent, therefore, stated that they frequently typed sermons and sermon
notes. Only one per cent indicated that they frequently used a gelatin
duplicator. The average frequency of performance percentage for this
group is 38.8.
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TABLE 10

BUSIHESS ACTIVITIES INVOLVIRC THE USE OF OFFICE MACHINES
IN ORDER OF FREGUENCY

Done Per Cent of

Activity Frequently Retwrns
1. Typing sermons or sermon notes 160 83
2, Typing business letters 132 68
3, Typing material for Sunday bulletin 7 76
Le Cutting stenecils 133 69
Be Using stencil duplicators 128 66
6. Typing copy for the printer 103 53
7. Typing orders for supplies ol L9
8. Typing various kinds of lists 83 L3
9. Typing on filing cards 55 28
10, Typing on ruled forms 37 19
11, Using mimeoscope 21 11
12, Using addressing machines 17 9
13, Using liquid or spirit dvplicator 7 k
1, Dictating to dictating machine 8 L
15, Using gelatin duplicator 2 1

Average Per Cent Doing These Things Frequently 38.8
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An atienpt was made in this next part to 1ist thoss activitlies which
are concerned with bookkeeping, financial administration, and business
law as these apply to the work of the parish pastor. Twentye-seven dife-
ferent activities wers listed in this section of the questiomnaire. The
order of freguency whilch the pastors indicated, as it was determined by
means of the weighted score, is shown in Table 11,

The most frequently performed activity of this section is "Keeping
records of sacred acis." This is followed by "Keeping records of minise
terial calls and services.® The third most frequently performed activity
consists of "Plamning or helping plan financial campaigns,®

The second colum in Table 11 shows the mumber of pastors who in-
dicated that they performed the respective activity frequently. One
hundred and zeventy=seven of the 193 pasiors who responded stated that
they frequently keep records of sacred acts. The last columm indicates
the nercentsge of the total number of responding pastors who stated that
they performed the activity frequently. Accardingly, 83 per cent of
the responding pastors stated that they frequently keep records of minis-
terial calls and services. The average percentage of frequency of this
group of activities is 25.8: ‘
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TABLE 1t

BUSINESS ACTIVITIES INVOLVING RECORD KEFPING, FINANCIAL,
OR LEGAL MATIERS IN ORDER OF FREQUENCY

Done Per Cent of
Activity Frequently Returns
1. Keeping records of sacred acts 177 92
2. Keeping records of ministerial calls
and services 151 83
3¢ Plaming or helping plan financial
campaigns 130 67
Lhe Keeping attendance records 121 63
Se Preparing income tax returns 91 L7
6. Keeping records of memorial wreaths 68 35
7. Estimating the church's financial needs 62 32
8, Planning the church's expenditures 52 27
9.. Selecting financial record books 29 15
10, Keeping records of supplies and eqip-
nent purchased ) 19
11, Organizing bookkeeping system for
congregation or soclety 25 13
12, Plamning follow=-up collections on
unpaid pledges 20 10
13, Arranging for incorporation of congregation 21 11
1. Reconciling bank account balances 2L 12
15. Nerotiating loans for the congregation 20 . 10
16. EKeeping inventory records 19 10
17, Haking financial reports to boards etc. o e 1n
18, Sending our payments or remittances L2 22
19, Issuing receipts for money received 30 16
20, Keeping records of church maintenance costs 42 22
21, Keeping records of cash receipts and ex-
penditures 22
22, Auditing financial records 18 9
23, Keeping records of bequests or trusts 27 1
2, Keeping records of utility bills 21 n
25. Keeping records of individual members!
pledges 18 9
26, Do the banking for the congregation 18 ]
27. Keeping records of janitor's supplies,
hours, wages 12 6
25.8

Average Per Cent Doing These Things Frequently
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The next part of the questionnaire concerned itself with the pastorst
participation in the purchasing of real estate, bulldings, equipment, and
other items which may be needed for the performance of their duties, It
is to be realized, of course, that activities of this nature would not
be performed as freguently as those which are of a more or less routine
clerical nature., Nevertheless, the relative frequency with which these
activities are performed in their respective group, was indicated by the
manner in which the parish pastors checked the statements in this area.

It was shown that 61 of the 193 parish pastors frequently "placed
orders for equipment, materials, and supplies.,” Fifty=-five frequently
"aeted as consultants in purchasing office equipment or furnishings."

As the purchasing procedure became more specialized, the frequency with
which the activity occurred was reduced considerably,

The second column in Table 12 shows the number of pastors who stated
that. they performed the respective activity frequently. The last coi!.umn
indicates the percentage of the total mumber of responding pastors who
performed these activities frequently, The average per cent of frequency
with which the activities in this section were performed is 16.,6. Al-
though these activities may not engage this pastor's attention as often
as those shown in Tables 10 and 11, yet, when the occasion for their use
arises, these are just as irportant if not more important than thoss
vhich are performed less frequently.
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TABIE 12
BUSTINESS ACTIVITIES INVOLVING PURCHASES FOR THE CONGRECATION

M

Done Per Cent of

Activity Frequently Returns
l. Place orders for equipment, materials,

or supplies 61 32
2s Act as consultant in purchasing office

equipment or furnishings 55 28
3. Act as consultant in purchasing church

furnishings 50 26
he Deal with architects, contractors, :

builders, etc, 35 13

5« Act as consultant in purchasing land

for church, school, or parsonage 39 20
6. MAct as consultant in purchasing materials

for construction or building repairs 15
Te Act as consultant in purchasing buildings

already constructed ik T

8. Act as consultant in purchasing plumbing

and heating equipment 13
9, Act a3 consultent in purchasing equip=-
ment for church kitchen 10

Average Per Cent Doing These Things Frequently 16.6
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This next part of the questionnaire sought to 1list those activities -
wiich would involve a use of business English and filing skilis, It was
not considered important to know whether the various compositions refer-
red to in many of these activities were made in long hand or short hand
or with the typewriter. The only matter of concern was whether the parish
pastor was reqguired to use a knowledge of business English and of filing
procedures,

Teble 13 lists 18 different activities of this nature in the order
of frecuency as they were designated by the responding pastors. The
second colun indicetes the number of pastors who stated that they per=
formed the respective activity frequently, The last colwmn shows the
percentage of the totsl mumber of responding pastors who do this fre-
quently., The average percentage of frequency of these activities is
5043,
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TABLE 13
BUSINESS ACTIVITIES TNVOLVIIT LETTER WRITING AND FILIIG

Dona Per Cent of

Activity Freduently Returns
l. Comose and write letters personslly 168 87
2s File copies of sermons and addresses 160 83
3e Keep 2 card file of members and prospec-
tive members 159 82
ke Cempose and write bulletins, neows let-
ters, programs, etc. 155 80
5. Keep a telephone list of mwmbers you
frequently call 127 66
6. Propere and mail form letters or
bulletins to members or prospects 111 58
7« File budeet information 1 59
8s Organigze a filing system 106 55
9. TFile catelogs of church supplies
snd equipment B9 hé
10, Read and mark proof for printers 82 L2
1ll. File advertising matier on books and
otuer publications &l 33
12, File legal documents 756
13. Xesp a clipping file or serap bHook
: of church activities é8 35
1), Keep 2 file of magazines and periodicals él 33
15, Maintain alphsbetic filea of correspondence 69 36
16, File copies of invoices received or sent L8 25
17. Compose and dictate letters L6 2l
18, Compose and dictate bulletins, news
letters, programs, etc. Lo 21

Average Per Cent Doing These Things Frequently 50.3
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Fourteon different activiiles were listed in the naxt part. The
matter of concern here was with such activities which would involve and
require 2 knowledge of office management =nd supervising procedures,

This would include the relationshipe which exlist between the narish
pastor and any professional help which he has in his off:i.ee, such ag,
full-time and nartetime paid secretaries; as well as the supervision of
volunteer office helners and the supervisory functions which he is re-
quired %o perform in his relationshinz with the different congregationel
and society commitbesswhich concern themselves with business problems,
Table 1h tahﬁlaizzs the findings in this area,

The second column of Table 1) shows the mmber of pastors who ine
dicated that they frequently nerform activities of this nature, The
last colurm shows the percentage of the total number of resvonding
pastors who indicate that they frequently perform the respective activity.
The average nercentage of frequency for this group of activities is 18.3.
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TARLE 1)

BUSINESS ACTIVITIES INVOLVING OFFICE IMANACEMENT AND SUPERVISION

None Per Cent of
Aotivity Frequently Returns
1. Supervising finence and fund-raising
comnittees 85 uh
2, Supervising hudzet meking nrocedures 87 L5
3, Dealingz with personnel problems 59 31
he Troining o secretary or office worker 29 ic
5. Planning the work program for your
oifice secretary 38 20
6. Determining ths amount and kind of office
help nesded - 33 17
Te Supervising Jjanitors and maintenance
workaeys 21 11
8. Sovervising your secretary in keeping
records for you 3 156
Y« Supervising purchasing procedures and
records 23 12
10, Supervising your secretary in ihe use
of a f£iling system 26 13
11, Supervising your secretary in the use
of office machines 23 12
12, Selecting and hiring a secretary 27 14
3« Supervising a school bus transporiation
gysten 12 6
1L, Supervising people who prepare food for
large groups 2 h
Average Per Cent Doing These Things Frequently 18.3
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Seven different activities of 2 more personal nature were listed in
the last part of thls section., Here the parlsh pastor was given an oppore
tunity to indicate how frequently he concerns himself with such problems
as personal money management, family budgeting, and personal financing,
Table 15 shows the order of frequency in which the composite weighted
scores indicate that the parish pastor perform these activities,

TABLE 15
BUSINESS ACTIVITIES INVOLVING PERSONAL PROBLEMS

Done Per Cent of
Activity Freg_uently Returns
1., Setting up a family insurance program 1L 59
2. FKeeping family financial records 107 5%
3. Preparing a family budget 85 |
L. Arranging to travel by rail, bus, or air 62 32
5. Haking time payment purchases S7 30
6. Borrowing money from banks or other
lending agencies ‘ 38 20
T Arranging for travel outside of the
United States 8 L
Average Per Cent Doing These Things Frequently 38,0

: The second colunn of this table lists the mumber of pastors who
indicated that they performed these activitles frequently, while the
last column shows the ;iarcentage which these constitute of the total
mumber of 193 ram.und:lng pastors. Tﬂe average pmem;age of frequency
for these activities is 38.

Table 16 1ists the six different activity groups under which the
individual asctivities have been listed in the arder of their group fre-
quency. The activities in this table are arranged in sccordsnce with
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the average percentage frequency of performance as it is shoum in ths
individual tables from 10 through 1S5,

TABLE 16
GROUPS OF ACTIVITIES IN ORDER OF FREQUENCY

Average Per Cent
Activity Table Number of Group

l. ILetter writing and £1ling

2+ Use of office machines

3. Personal business problems

liy Recordsy financial, legal matters

5043
38.8
38.0
25.8

REERBE

5. Office management and supervision 18.3
6, Purchasing sctivities 16.6
General Group Percentage Average 31.3

The Cirst colum eshows the name of the group of activities, the
second colwm the table nmumber which lists the individual activities of
the group, and the third column the percentage of frequency of each
activity group, ILetter writing end filing, sccording to this tebulatien,
constitute the most frequently performed group of business activities of
parish pastors, The use of office machines with special emphasis on the
typewriter and stencil duplicators is second in importance, The third
most frequently used group of business activities concerns itself with
personal business problems. The average percentage of frequency of all
activity groups is 31.3,

At the end of the six activity groups the pastors were given an
opportunity to list additional activities which the investigator did not
include in his questionnaire. Table 17 lists the activities which were
added bjr various responding parish pastorse
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TABLE 17
ADDTTIONAT, DUSINESS ACTIVITIES LISTED BY PARISE PASTCRS

— s
ey ——

l. Purchase and care of automobile

2¢ Manmagenent of estates

3¢ Manoging an investment program

e Making personal loans

Se Talking care of safety-deposit box

5e Menaging income property

Ts Ceneral family shopping

8e Managing youth carms

9« Arranging pension and other retirement programs
10, Advise or assist wldows with funeral arrsngements,

insurance programs, social securlty claims, etc.

No attempt was made in this table to arrange the activities in any
special order of frequency, nor is there any indication as to whiech of
the ten additional activities was considered the most important by the
responding pastorse Table 17 is merely a listing of activities as they
were suggested on the returned cuestionnaires,

Table 18 lisis all 89 activities which had been included in the six
sections of the questionnaire in the order of frequency with which the
responding pastors stated they performed cach aciivity. The order was
determined by means of the weighted score to which the investigator
referred above, Thus, No. 1, in Table 18, "keoeping records of sacred
acts," was considered the most frequently performed activity by all
parish pastors. The second, "compose and write letters personally,®
was the one that the parish pastors stated they performed in second rank
of fescusiy. v _
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AYJ, RUSTNESS ACTIIVITIES PERFORMED BY PARISH PASTORS
IN ORDER OF THEIR FREQUENCY

Ly

TABLE 18

1. Keep records of sacred acts (baptisms, weddings, etc.)
2e Compose and write letiers personally
3« Tyre sermons or sermon notes
lis File coples of sevmons and addresses
5« Keep records of ministerial calls and services
Ge FKeep a card file of members and prospective members
T« Compose and write bulletins, news letters, programs, etc.
8. Type businesa letters
9« Plan or help plan financisl camsigns
10. Type material for Sunday bulletina
1, Cut stencils.
12, Use mimecsraph or other stencil duplicators
3¢« Keep a telephone iist of numbers you frequently call
1, Set wp a famlly insurance program
15. Prepare ond mell form letters or bulletins to members or
prospective members
16, File budget information
17. Keep attendance records
18, Tvpa cony for the printer
19, Keep family financial records
20, Tyve orders for supplies
21, (rganize a £iling system
22, Supervise finance and fund-raising committees
23, Supervise budget making procedures
2h. Type various kinds of lists
25, File catalogs of church supplies and equipment
26. Prepavec a family budzet :
27+ HRead and mark proofi for printers
28, Prepare income tax returns
29, Place orders for the church equipment, material, or supplies
30, Keep records of memorial wreath donations
31, Act as consultant in purchasing office equipment or furnishings
32, File advertising matter on books and publications
33. £Act as comsultant irn purchasing church furnishings
3. Estimate the church's financlal needs for the year
35, Arrange to travel by rail, btus, or air

36

37« Type on filing cards

38, Keep a clipping file or scrap book of church activities
39. Keep a file of magasines and periodicals

L0, Make time payment purchases

b1, Maintain alphabetic files of correspondence

42, Plan the year's expenditures for the church

Li3. Deal with architects, contractors, builders, etc.

i Type on ruled forms
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TABLE 18 (continued)

Borrow money from banks or other lending agencies

Deal with personnel problems

Act as consultant in purchasing land for church, school, or
parsonage

File copies of invoices received or sent

Corpose and dictate letters

Select books to be used for financial records

Train a secretary or office worker

Keep records of supplies and equipment purchased

Compose .and dictate bulletins, news letters, programs, etc,
Act as consultant in purchasing materdals for construction or
repalr of bulldings

Organize bookkeeping system for congregation or society
Plan the work program for your office secretary

Plan follow=up collections on unpaid church pledges
Determine the amount and kind of office help needed
Supervise janltors and maintenance workers

Arrange for incorporation of the congregation::

Supervise your secretary in keeping records for you
Supervise purchasing procedures and records

Use mimeoscope

Act as consultant in purchasing buildings already constructed
Act as consultant in purchasing plumbing and heating equipment
Supervise your secretary in the use of a filing system
Reconcile bank account balances

Negotiate loans for the congregation

Keep inventories of church equipment and supplies

lMake financial reports to boards and others

Supervise your secrectary in the use of office machines
Select and hire a secretary

Send out payments or remittances

Use addressing machine

Act as consultant in purchasing equipment for kitchen
Issue receipts for money received

Keep records of costs of church maintenance

Keep records of cash recelpts and expenditures

Audit financial records of church or soclety

Use liquid or spirit duplicator

Supervise a school bus transportation system

Keep records of beguests or trust funds received

Dictate to dictating machine

Keep records of utility bllls

Keep records of individual members

.Use hectograph or other gelatin duplicator

Arrange for travel outside of the United States

Do the banking for the congregation
Keep records of janitor's supplies, hours, wages
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The seventy-fifth percentile rank in Table 18 falls between the
tuenty=third and twenty-fourth activity. The fiftieth percentile falls
'bet:-reén activity mumber forty-five and forty-six. The twenty=fifth
percentile falls between activity nmumber sixty-eight and sixty-nine,

It scems reascnable o assume that the activities ranking above the
fifvieth percentile should be of considerable concern to those who wish
to provide training in the business kriowledge and skill as these are need-
ed by the parish pastor of the Lutheran Church--Missouri Synod, Those
items falling below the fiftleth percentile may be just as important or
even more important than the ones above therank, However, it may be best
to llnit areas of instruction for these less frequently performed activi-
ties. Perhaps training in some of these should be offered only to those
pastors who concern themselves with work in large congregationsy others
t0 pastors whose activities take them to rural parishes and limited
according to other interest groups,

Business Education for Parish Pastors

Tl;ze last part of the questionnaire asked the parish pastor to indi-
cate where he would suggest that specific training courses for various
business knowledge and skill should be given, These suggested areas of
training included the various educational levels as they are found in the
ministerial training schools of the Lutheran Church-=lMissouri Synod.
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TABLE 19

WHERE SHOULD BUSINESS COURSES BE OFFERED IN THE TRAINING PROGRAM
OF LUTHERAN CHURCH--MISSOURI SYNOD PASTCRS

P_r_garat_mzl School The The Con= Prive
He .56 unior Senior Semi= fer- ate

Course or Unit Dptmt, College College nary ences Study
Typewriting 173 28 1 3 - 1
Operating Duplicators 87 70 17 1 3 8
Church Bookkeeping 16 59 70 39 2 6
Church Finances 1 29 89 6L 12 2
Fund Raising - 8 79 7 27 10
Law as it concerns the

church - 5 8L 8L 13 11
Office Management 1 37 105 Lo 2 9
Filing 33 66 69 31 - 2
Purchasing 8 30 100 27 9 9
Church Building Program - 3 69 93 20 15
Care of Buildings and

Grounds 3 19 53 53 18 Lo
General Busineas Training 33 81 76 9 3 L
Consumsr Feonomics 10 58 8k 10 6 10

Other Courses or Units:
Shorthand 10
Adninistration 11
Advertising 2
Salesmanship 1
Elementary lMechanics 1
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It will be found that for some activities the total mumber of
pastors indicating that the course or unit should be offered is higher
than 193, This is due to the fact that some pastors indicated that they
would suggest a certain subject toc be tanght in more than one school,.
Thus, 1t may be found that typewriting, for example, is suggeated for the
high school department and the Junior 'collega department of the prepara-
tory schools,

' The last part of Table 19 lists additional subjects as they wers
suggested by the responding pastors with an indication as to heiw. many
pastors suggested that these subjects be added. No attempt was made here
to indicate the educational level on which these units or courses should
be offered,

An attempt was made to errive at a composite of the suggestions
which the parish pastors made regarding the schools or educational levels
cn which each kind of business training should be offered. This infore
mation ies shown in tabulated form in -Tables 20 through 32, BEach of these
tables concerns itself with one individual subject as it has been listed
in the gquosticnnaire. The Mrst column of sach of the tables indicates
the level of the church'’s ministerial educational system on which the
parish pastor indicated that this course cr unit should be offered. The
second column shows the number of pastors who indicated that it should be
oﬁ‘ered-cn this level, The th:lrd column shows the percentage of the
total mmber of responding pastors who felt that the course should be
offered on this respective level, It will be noted that the total per-
centage is not Ma 100. This is due to the fact that some pastors
indloated thab a course or unit be offered on more than ne educational
level while others, according to their opinion, should not be offered at

all,
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TAZLE 20
TIPEIRITING
Foe Castors Porcentage of
VWhere to be Studied So Minded I Rospondants
High School Dop artment 173 90
Junicr Collsge 28 15
Senior College 1 1
The Seminaries 3 2
Conferencos 0 0
Private Study 1 2
TABLE 21
OPERATE DUPLICATCORS
—— e ——
No, Pastors Percentage of
Hhore o be Studied So Minded Respondants _
High School Department 87 L5
Junior Collage 70 36
Senior College 17 9
The Sominaries kH ]} 7
Conferences 3 2
Private Study 8 L
TABLE 22
CHURCH BOOKEEEPING
No. Pastors Pexcentage of
Where to be Studied : So. Minded Respondents
High School Department 16 8
Junior College 59 31
Senior Collsge 70 36
The Seminaries 39 20
Conferences _2 p |
Private Study 6 3




No, Pastors

Percentage of
VWhere to be Studied So Minded Respondents
High School Department 1 i
Junior College 29 15
Senior College 89 L6
The Seminaries 61 32
Gonferences 1z 6
Private Study 2 p
TABLE 2
FUND RATSING

e

No, Pastors Percentage of
Where to be Studied So Minded Respondents
High School Department 0 0
Junior College 8 9
Senior College 19 i
The Seminaries 71 37
Conferences 27 111
Privaie Study 10 5
TABLE 25
CHURCH LAW
No, Pastors Percentage of
Where to be Studied So Minded Respondents
High School Department 0 [+]
Junior College s 3
Senior College 8L Ly
The Seminaries 84 H&
Conferences 13 [
Private Study n 6
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TATLE 26
OFFICE HANAGEIENT

¥os Pastors Paxrcentage of
Where to be Studied So Minded Rezpondents
High School Department i 1
Junior Colicgze 37 19
Senior College 105 s
The Seminaries Lo 21
Oonferences 2 1
Private Study 9 5
TABLE 27
FILTNG

e e e e A e e e b e e e e A e A e NS e e LA )

Yo, Pastors Percentzge of
¥iere to be Studied So Minded Respondents
High School Department 33 17
Juenior College 3k
Senior College 69 36
The Seminaries 3 16
Conferences (¢) 0
Private Study 2 i

Where to be Studied So Minded Respondents
High School Department 8 L
Junior College 30 16
Senior College 100 52
The Seminaries 27 U
Confersnces 9 ]
Private Study 9 £
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TABLE 29
CHURCH PUILDING

e Pastors Porcentage of
Where to bo Studied So Mindod Respondenta
High School Dspartment (2] 0
Junior College 3 2
Senior Colleze 69 36
The Seminaries 93 8
Confersness 20 10
Private Study 15 3
TABLE 30
BUTIDINGS ARD GHEOUNDS

Yo, Pastora Percentage of
Vhera to be Studied So Minded Respondents
High School Depariment 3 2
Junior College 12 10
Senior College 53 27
The Seminacies 53 27
Conferancea 13 9
Peivate Study L0 21

TABLE 31
GENZRAL BUSINESS

e e e e e e e T T P ST T T S T E TR e N

No, Pastors Percentage of
Wheres to ba Studied So Minded Respondents
High School Department 33 17
Junlor College 81 Lo
Senior College 76 39
The Seminsries 9 5
Conferences 3 2
Private Study 4 2
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TABLE 32
CONSUMER ECONOMICS

ilo. Pastoras Percentage of
there to bo Studied So Minded Respondents
High School Department 10 5
Junior College 58 30
Senlor College aly L3
The Seminaries 10 5
Conferences 6 3
Private Study 10 =

It will be necessary for the church!s.training schools and for those
individuals and committees who concern themselves with the plamning of or
the revision of curricula for these schools to decide which courses, if
anys should be given on the respective educational levels of the schools
of the Lutheran Church--Misscuri Synod, Table 33 makes an attempt at
indicating where the responding pastors think specific courses might be
offered.

Table 33 lists only those courses or units which were suggested for
a school by 33 per cent or more of the responding pastors. This propor=
tion was chosen quite arbitrarily simoly to serve as a point of departure.
Accordingly then, certain subjects would be offered in more than one
school or educaticnal level. It is obvious that such duplication would
be neither desirable nor practical. However, this overlapping gives
those responsible for planning curricvla enough flexibility to shift
courses from one are to another and yet to offer them where many of the
responding pastors think they should be offered., It should be noted also
that none of the suggested courses, according to the opinion of the re-

sponding pastors, could very well be pursued in conferences or in private
atudy.
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TABLE 33
COURSE OFFERINOS

Educational Agency : Courses to be O0ffered
High School Department Typewriting Operating Duplicators
Junior College Mling Operating Duplicators

General Business Consumer Economics
Senior College Bookkeeping Church Finances
Fi General Business
Church Law Church Building
Purchaging Consumer Economics
Fund Raising
The Seminaries Church Law Office lManagement
Fund Haising Caurch Bullding
Conferences No courses suggested by 33% or more

Private Study No courses suggested by 33% or more

Table 33 also indicates certain units or subjects which could pos-
sibly be combined with each other, It scems reasonable to assume at this
point that not every unit suggested is of equal importance. Therefors,
it is possible to combine most of the units, for example, which are list=
ed for the Senior College inioc cne course, which might be called a
General Business or a Business Management Course for Parish Pastors.
Similarly, the items listed for the seminaries could peossibly be eombined
as a unit or two connected with a course in Parish Administration. To be
sure, the information of this tsble, at best, could do no more than offer
suggestiona, The actual curriculum would have to be dealt with by curri-
culum experts.



CHAPTER IV
SUMMARY AND CONCLUSIONS
Sumary of This Siud;

This study hes presented the problem "Whai Kind of Business XKnowl-
edge and Skill are NHeeded by the Parish Pastor in the Lutheran Churches
HMissouri Synod®™ to representative pastors of the Church. The guestion-
naire gave these pastors an opporiunity to transmit information about
their business administrative functione, their clerical and secretarial
activitiesy their personal businese problems and affairs, and their
opinion sbout glving business training and instruction to parish pastors
and prospective parish pastors., Before the questiomnnaire was submitted,
i% was examined by experts in the field of educationel researchy in the
field of specislized ireining for parish pastors and in the parish minis-
try. The pastors to whom the questionnaire was submitited were chosen
from variocus age groups and various geographical locations in the
Intheran Church--iissouri Synod, It can bs assumed thet the distribue
tion of the guestiormaire was mzde in such a way as to get a representae
tive cross-section of the cpinicn of the ective parish pastors of the
Latheran Church=eiiissouri Synode

Also the returns of the questionmnaire were representative. They
were widely distributed geographically, in accordance with the length of
service which these men have rendered their church, in keeping with the
various sizes of commnities :I.n which the pastors work, and in accordance
with the various commnicant memberships of the congregations served by
the responding pastorse.
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It was found that the pastors iu these congregations regularly use
at least two articles of business eguipment, namely, the typewriter and
the duplicator, The indication that this equipment is avallable and used
by the nastors is so overwhelming thal for 211 practical purposez one can
atate 1% 1s anccessary to have 1t and to be able to use it in order to be
successful jn the parish ministry. Minety-nine per cent of the pasztors
indicated that they have typewriters avalizble and that they use them in
their work, More than 80 per cent indicated that they use a duplicator
regularly,

It can be generally scen that, although most of the pastors need to
use offics machines and equipment, yet very fow of them, iIn fact, only
those in the larser congregations, receive any clerical assistence to aid
them in such nse, ¥ven where clericel assistance is =available, mest of
it is of a voluntary nature and may not always be professionally trained,

The response of the pastors indicates that they perform all the 89
different business activities listed in the cuestionnaire., Letter write
ing and filing activities are performed more frequently than others,
Office machines, such as the typewriter and the duplicator, are used
very frequently. Many of the clergymen frequently are concerned with
personal business problems.

Tt secms to be the opinion of the parish pastors that opportunities
for treining in the varlous business sctivity areas should be furnished
by one or another department of the Church's ministerial training pro-
gran. In no single instance is it the consensus of opinion of the re=
sponding pastors that any of the studies can be successfully pursued

through private study,.
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Interpretation of the Findings

The very generous response of the querdies indicates a decided inter=
est in the quesition whether business knowledge and skills are needed by
the parish pastor of the Lutheran Churche-Missouri Synod. The fact that
83 per cent of the clergymen took time from a busy pre-Christmes schedule
to complete a rather lengthy and detalled questionnaire indicates that
they considered the problam important,

The fact that so many of the responding clergymen, in addition to
furnishing the information requested in the questiommaire, alsoc appended
opinions and suggestions, and in most instances statements of encourage-
ment, as can be seen in the Appendix to this report (See page 62), alsc
indicates that they would like to have something done about glving the
parish pastor of the Tatheran Church—-ifissourl Synod an opportunity to
receive business training,

Because the questionnaires were mailed to a carefully selected group
of clergymen and becanse their responsecs came in proportion to the selec-
tion ratio, 1% seems reasonable to assume that the opinion expressed by
the 193 rasponding clergymen can be taken to represent the general opinion
of the active parish pastors of the Imtheran Church--lissourl Synod, This
statement seems reasonable becauss of the falr geographical distribution,
the distribution between the various age groups, the distribution between
urban and rural congregations, and between the large and the small
churches.

The responses show that in order to be an active clergyman today it
is necassary to perform a large'nunber of business activities. The most
c.;ommly performed activities are those of composition and filing,
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followed imnmediately by the use of the Yypewriter and duplicating machines,
There also seems to be considerable need among the naxrish pastors for
guidance in the performance of their personal business,

The opinion that training in some of the business subject areas be
offered to, if not reguired of, prospective pastors of the church is very
proncunced., The greatest emphasis ia placed on the need for training in
typeuriting, WNinety per cent of the responding pastors feel that type=-
writing instruction should be offered in the high school department of
the Church's training program. This would seem to indicate that if a stu-
dent enrolls as a college freshman; typing skill should be.required as a
pre=-requisite for entrance, In fact, it can almost be stated that the
ability to use the typewriter should be considered a2 tool of literacy for
the parish minister,

The need for knowledge and skill to operate duplicators is almost as
great, The only difference seems to be that the responding clergymen are
no?. agreed whether this skill should be developed in the high schcol or
t.hé junior college department., It would seem reasonable, however, that
in a specialized typingz course in an already overcrowded curriculum oppor-
tunity could be given for a study of the necessary duplicator operating
skills, Thus, this particular training, it would seem, should be given
on the same level as typewriting.

Somewhere along the pre-seminary level of training, there seems to
be a felt need for a course which emphasizes filing and which gives the
prosvective pastor some knowledge and skill of a general business or con-
sumer economics nature, This could perhaps be included in the curriculum

of the junior colleges.
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There also seems to he a need for a 1mit or 2 mumber of units which
concentrate more or less on business mesnagement as it would concern the
parish pastor, This could perhaps best be placed in the Senior College
program, That would leave the units emphasizing fund-raising, office
managerent, and church building for the parish administration course at

the seminaries,
Conclusions

This study indicates that the men in the parish ministry feel con-
scious of their need for training in business knowledge and skill,- They
reallze that in order to perform the work of the preaching of the Gospel,
which is the primary funciion of their calling, can be performed more
effectively and mere extensively if the pastor has some business kmowledge
and skill, In meny instances ths pastors noted that they were forced to
gain this lmowledge and slill through private study, often in a hit or
miss fashion, in order to enable themselves to perform their duties as
effectively as they felt they should be performed. The opinion of these
responding clergymen seems general encugh to warrant the statement that
it is v» to those who are in charge of Synod's training schools to study
this need very carefully and to take steps a2s soon as possible to aug-
ment the course offerings and to supply some business training directed
specifically to the needs of the parish pastor, Without being conclusive,
this study seems to indicate that the least which should be offered 1s
training in the use of the typewriter and duplicating machines, training
in general business which includes phases of a study of consumer econom=
ics and general clerical and secretarial procedures, a course in business
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administration as it wonld pertain to the functions of the parish pastor,
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and finclly, a wnit or two which concerns such specialized problems as
furd-raising; church building, finencial programs, and legal problems
comnected with the office of the ministry,

Limitations of the Study

It uwas not the purpose of this study to determine how a course in
business training should be implemented, nor was it the concern of the
investigator o determine whether it la necessary or dasirable to offer
trainine of this kind to those individuals who are 2lready active in the
nardsh ministry, The main concern of this study was to £ind an answer
to the cquestion wvhether the active parish vastors feel that training in
buginess knowledze and gkill are needed for their work,

Recormendations

~ To pursue thie problem further and to follow through on the encoure
apement given by the responding pastors showing a desire for tusiness
training and a definite need for such training for the clergymen of the
Ianthersn Church-<Missouri Syncd, the following recommsndations are made:

1. That a tentative curriculum or course of study in the field
of business training for parish pastors be developed

2« That the areas of training and emphasis be defined

3, That a preliminary study be made as to the educational
level on which these courses should be offered .

L. That steps be taken to begin develcping resource units
which ean be used to give a rather spscislized type of
business training to prospective clergymen. This should
be designed in such e way that it will meet the specif-
ic problems of a business nature as they arise in the

parishes of today.
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S« That this whole gnuestion of business training for pastors
be discussed with conferences and that the reaction of
the clergymen be ncted

(1 8

6e That this information be mada available to these men in
the ILutheran Churche-lissouri Syacd who are responsible
Tor the planning of and the revision of curricula for
the training of future clergimens



APPENDIX A
WHAT RESPONDING PASTORS THINK ABOUT BUSINESS EDUCATION FOR PARISH PASTORS

"Have just gone through the ordeal of considering and accepting 2
call into a mission area, Many of the items suggested in these pages may
certainly come in handy in such a situation,”

"Perhaps a business sld.il which could be provided in some way is
that of co=ordinating the various projects that go on in a church, so
that one project does not receive more emphasis than it should, Ve here
in == are about to build a church, but no matter how hard I have tried,
it seems that all some of our people think about is the new church. The
new church is important, but there are other areas of church work which
are also important, In other words, maybe our pastors need to be better
business administrators."

"I think typing is essential, -semething which should be learned be=-
fore Seminary training. Also Shorthand would be very practical. Filing
and keeping records also-are very necessary. 4 course in writing various
kinds of letters would be very useful, showing pastors how to write cor=
rect business letters, how to word rejection of calls, how to send
congratulatory letters, etc.”

"To prevent naivete in business procedures, the instruction should
be given by a layman, not a clergyman, competent in such matters.”

"Though I can't see how these courses would fit into the seminary
curriculum, I wonder how much the student will retain of %law as it con-
cerns the Church,! 'Chwrch building programs,' and 'consumer economicst®
for later use,"
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"I believe some of the things the profs take for granted the student
knows concerning business activities == but when a 'greenhorn' like I was
gets out, it's sometimes hard to learn by experience, That's why I would
to see workshops at the seminaries where such things as mimeographing,
purchasing, elce, are discussed with the students, We cammot take the
sractical for granted,”

"I know the Seminary program is a busy one, but I feel it would lead
to & far more efficient ministry if just a 1little training could be given
along the business and office line. If these things were offered in pre-
geminary years, I'm afraid many of them would be forgotten, Perhaps a
cowrse in Practical Church Business Administration could be offered as an
elective at the Sem, That would at least give those interested in gaining
a little efficiency in business work the opportunity to do so."

W] feel the strong need for such courses! However, I am not certain
Just at what level they should be offered, I also feel not too much time
in terms of course hours should be inserted in the curriculum, The ime
vortant phase of such training would be, it seems to me, to create an
awareness of the administrative functions essential to the parish ministry
today and to maske tested methods and techniques available,”

Tt appears to me that the brethren are overwhelmed at the demands
of parich administration today., Adequate training with proper emphsses
should help them immensely."

%By all menas, we need fbusiness course,' machine-operating, typing,
etc., and how! Also much more information on financing, on district and
synodical levels, the importence of district and synodical levels, the
importance of -district and synod in the congregation's budget. The most
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we got was 'it costs Synod plenty to give you your training. You ought
to be grateful,'! This was to be the motivation for working for Synod .
when wo got cut. More power to you,*

"Not too many courses, nor consuming too much time. I would suggest
that a single ideal system of office management be available at the Sem-
inary with actual equipment for the fellows to observe in action and study
step by step, MNore as an extra~class project. We still must turn out
ministers of the Gospel,"

"I believe you are, though belatedly enough, on the right track,
Much anguish, time, energy.could be saved and mistakes prevented through
this type of training prior to entering the ministry. I certalinly wish
I had had it,"

"Teach theological candidates how to work with a church secretary.”

"Glad to see someone recognizing the need for some business traine
ing for our pastors. Large part of the work is business and program
administration. Iet me emphasize that administration,

"I believe the time has come for the Church to traln specialists for
certain functions of the ministrys a) good preachers b) good adminis-
trators c) good supervisors of educational programs c) good counselors.®

7T think all of our men should not leave the seminary until they
have had thorough training in business practices; office management,
persormel management (especially important where there are a number of
professional workers in a congregation), and economics, Have the men
trained like the professional fund raisers (Wells, etc.) are trained to
conduct a canvass for money or pledges,”

"In office-filing, etc., all we had in owr day was propaedeutics,
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My filing system, of which I am proud, was learned by myself because I
have always been interested in it, Every pastor should Jmow how to oper-
ate an office; even if it is in a small congregation == urban or rural,”

"Because many pastors are expected to head funde-raising carpaigns,
it is very iwmportant in my estimation that the pastor be trained along
these lines in order %o have decency and order,"

U}y opinicn is that the Sem graduates today are far better prepared
for the ministry than we were iwenty years ago, but I too see room for
many practiczl studies, These I would fesl should be taught late enough
to come to ths students at a time when they are mature enough to benefit
from them, If time wouvld allow whem they are at the Sem, they would
provably get the most oub of them because they would be nearer to going
into the ministry. Bub since some of the subjects would not take mich
time, thoy might also be tauvght in a series of conference papers., Busiw
nessy {inancial, and management ought come late in the preparation for
the ministry.®

"T think this is a fine starting point for a sorely needed surveyl
Would you now do me the return favor of sending a copy or two of this
questionnaire to lead us in a local survey of this problem? Pleasel"-

"his iz a fine endeavorl I feel it should bring worthwhile results,”

e need more information about bids, contracts, etc. in conneciion
with building of church property."”

13omewhere along the line it would ba a good idea to teach our
future ministers to answer their mail promptlyi"

"{hile I have a full-time secretary at the present time, and prior
to that had a part-time secretary for sbout eleven years, the first
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fifteon years of my minlstry wers in parishes where the pastor had to be
his own clerical worker, typlsty; file clerk, mimeogrash operator, etec,

He had to bhe the pwrchasing agent,; business menager, and generazl super=
intendent for the congregation. In my mmble opinion, the pastor should
he able to operate the typewriltsr and other office equipment, He should
be sccraainted with business procedures,; law as it concerns the chrech and
himself as a professional man. Above 2ll, he should be acquainted with
church architeclure and art as it is likely that he will in his ministry
go through severzl minor and ab least one major tuilding progran, O0fficers
and bullding committces lean heavily on the pastor's opinions and ideas
at such a time,

"lore congregations should realize that 2 good full-tims secrelary
is o rmst in the church's program and gives the pastor more time for
private study and for the task of soulewinning and soul-keeping,

IChurch offices should be egquipped with good modern office eguipment
and not with worn ont, secondhand, secretary-annoying equipment. In our
corplex church sotivity and fastemoving scciety, good dictating equipment
should be available to the pastor, and he should be instructed; before
entering the ;ninisin-y' to effectively usc such equipmente.

"There should alse be a law against frequent questionnaires which
are time consuming, Owr deparmta, boards, cormittees are prolific in
the nrodunt.ion of such documents,ranging from three to umpteen pages.

(I did have to get this :I.n.)

"Gled to have been of some help even if it msant do:!.ng it after

hours.end in long hand. My secratary was not available,®
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"I have always served rural parishes and therefore may not have the
experiences that others have had., But my opinion is that the business
training and skills should not be over-emphasized from one extremes to
another or from undue lack of it to overdoing it."

"Should prove very helpful. I have long felt the need for such
training.”

"As pastor of a small congregation years ago, I had to do much more
in the line of duplicating and keeping records, setting up accounts, and
general office routine,

"During my years as executive secretary of=--District,; I had to man-
age the church office, supervise secretaries, advise congregations re
incorporation, purchasing land, building programs, etc.

"Our only formzl training was a course in bookkeeping at Concordia
and a few lectures at the Seminary on church finances, church architecture,
£iling."

"More effort should be exerted to convince the individual of the
fact that he is being prepared for service to the Church instead of as a

professional clergymsn. By 'church! I mean the entire kingdom of God
instead of the limited group of personal contact."

T have been convinced from my first day in the ministry that the
time I spent in class way back in the outer courts of Fremch, Trigonometry,
etc. or in the immer courts of Purope's political schemers would have been
much better spent in a course in typing, shorthand, business methods, and
the like,"

"Y think that somewhere along the line our futurs pastors should be
taught to keep their own finances in good order, and it should be an
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iron-clad rule tz_xat the pastor keeps hands-off congregational and society
noneye. Debts, charge accounts, installwments have ruined a mumber of
otherwise good: pastors. To recelve, handle congregational or society
sonies has also brought a mumber of ocur pastors into hot water,”

Some business training would be very helpful. We should have
typing and some bookkeeping, some training in church finances and funde
raising, The main thing is how to get ercugh momey to perate the church
and your oun personal affaira,"

UTf the volume of printed and m:_l.meographed material sent out by
synodical officersy; boards, bureaus, comitiees, commissions, ete. keeps
on growing, it will be necesssry to give ministerial students a course
in how to read all the 'stuff® without neglecting parish work, as visit-
ing the sick, etc, Perhaps it wlll be Imerative to invent a sleepless
ministry in order to have time to read all the dope which flows so freely
from synodical sources of every kind., This may sound fumny, but, brother,
believe me, it is a most sexrdous matteriilh

"I believe “that some of the courses suggested above could be offered
as electives or extra-curricular activities. I would not be in favor of
their addition to the curriculum at the cost of dropping academic
subjects,"

1T suggest that prospective seminarians apend_ a year or two in the
business world after graduation from high school, thus getting practical
experience and, very important, the layman's point of view on business
and finances."

"f suggest that our junior college and seminary men obtain summer
employment in an office and thus put their kmowledge to work. I fear that
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our men may have comsidersble theory, but not enough practiecsl expericnce
in buginess."

"Pastors are to be pastors and oreachers, not business men, Too
mich business training takes something from the pastor ﬁd preacher,”

"I sincerely appreclate your submitting the questiomnaire to m8ese
I am "intrigued'! that some folks finally are getting around to scmething
like this for our students... Experience in the ministry has intensified
my. thinking in these matiers. Of course, we all are agreed that it is a
erinary reguisil thet our church workers be thoroughly trained in the
spirituzl elements of their work; but we do have many external, mechan-
ical gadzets brought into the service of facilitating our spiritmal work.
Lilkouizg, I think it is a distincet service to our men and to our church
o train them in the use of mechanical gadgets that will facilitate their
office work."

T you don't mind, I will add a few notes., Take them for what
they are worths

1. Arranging the pastor's officej perhaps a kird of 'plot plamming,!

2. Tn addition to his study,; the pastor or his church mst havs a
workshop. :

3. Expose the men to files, and files, and then some more flles.
Congregations only do themselves harm by not providing all the
files a pastor needs.

L. Prepare a 'business filing kit,' merely as a sample which a
student can start and use and develop,

5. Prepsre 'record idt,! samples of what successful record kesp-
ing demands so that they may have an idea where to start and
for what to strive, :

6. An idea how music is filed may be quite useful to many.

7. Parden the following, but Christian businese culture: good mane=
ners, refinement, groominge
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8+ Preparinc cony for the printer; lay-cuts.
9+ Have you ever studied or analyzed the handwriting of people?
10, Usc of the dictanhone, nmethods and ethics,”

"Iet's streass general husiness."

Tyoing and shorthand are most imsortant to me. The vicarace yvear
iz the prover time to lezrn many of the above, Some churches need usgi-
Nness mansgerse”

"In this congregation, of necessity; T must do things in the busi-
ness actlvity srea that others in the congregetion ought to do. The
ministay gets too cluttered, Time is= epent that ought to be used for
sermons ctes Thus, the pastor should learn how to get others to help
him 2nd how to train them to work for him effectively,.m
an not sure that any more training ic needed for the pastor but
more 1l nesded for the laymen so that many of the things which the pastor

dees could be given tc others to dol."

Ttur boys should be treined in budget matters, especially personal
budeets IL iz sad when in your ministry a fellow pastor is told by the
general. merchant o leave his purchass on the counter because his account
has heen %oo longz overduc.”

#These studies should be helpful.”

"Sherthend and typing would be of such great help threughout junior
college and the rest of our schooling that it seems 2lmeost a erime not to
provida the students with it early in their preparation. Association with
some top flight salesman the last few years has convinced me that a sales-
manshin course wonld be of grezt help in our sermonizing, calling on
prospects, and public relations in general,"
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"The bigrest problem is an adequate £1lins oystem - what to throw

avay w= whot to kecp —-= and then to £ind what yom have kspt; when you
want,”

It would perhans be betior to have the subjects given on paze four
taught in the cenlor college, provided the men really purposcd 4o enter
the ministry, so as not to push aside the nocessary subjects of theolegy
at the seminorys These are of svpreme importences Many of our men srade

rating from the seminary are sadly locking in the Imouledre of docirine,.”



Concordia College

ESTABLISHED 1839

FORT WAYNE 4, INDIANA
'FIGE OF THE
NESS MANAGER

Navember 11, 1954

Dear Brothers

Please give me a few minutes of time from a schedule which I know,
from personal experience in the parish ministry, to be a very busy one.
Use that time to fill in the information reyuested on the enclosed check
list, Your answers will help us to make a car=ful study of an important
phase of minisicrial training for our church, Rest assured that your
replies will be used p:r'ofessionally and cenfidentially, Cnly the come
posite results will be published, The findings will be made available
to interested people in our colleges and seminaries,

I am conducting this research project under the guidance of the
Practical Theology Department of Concordie Seminary at St, Louis. The
results of the project will be written up in thesis form and submitted
to the department, The advisor for the project is Dr, A, O, Fuerbringer,
President of Concordia Seminary, St, Louis,

This questionnaire is being malled te 233 pastors of the Lutheran
Church - Missouri Synod. The names were nelocted from graduating
class lists of ovr “wo seminzries from 19i2 %o 1952, The names are
chosen in such a way as to give a proportionats representation to the
pastors of our Church in various age groups, geographical locations
in the United States, congregation sizes, and urban and rural
congregations,

It is very important for the success of this project that I receive
an early reply from YOU, You are the only one who can give me the
information I need, So please give me your help, Mail your tompleted
questionnaire in the enclosed stamped and addressed envelope. If at
al;.hpossible, I would like to have your reply on my desk by November 22,
1954,

Thank you very much for your help.
Fraternally yours,

Edgar Walz

EWsme
ence



APPENDIX C

Concordia College

ESTABLISHED 1839

FORT WAYNE 4, INDIANA
FIGE OF THE
NESS MANAGER

December 6, 1954

Dear Brother:

About three weeks ago, we mailed you a copy of a ques-
tionnaire asking for information about '"What Business
Knowledge and Skills are Needed by the Parish Pastor of the
Iutheran Church-Missouri Synod." We are happy to report
that over 70% of the brethren have been able to complete
and return their questionnaire,

It weuld help us considerably in arriving af valid
conclusions if we had a stlll greater percentage of
returns, May we, therefore, ask you once again to give
us the benefit of your experience by completing the
questionnaire, We are enclosing another copy .just in
case you should have mislaid yqurs,

If for some reason you should not desire to give
us the information for which we ask or if for any reason
you should not be in a position .to return the completed
questiomnaire, please help us by just writing your name
on the questionnaire and returning it in the enclosed
self-addressed envelope, This will enable us to arrive
at a cut-off time so that we may proceed with the tabulaw
tion of results.

Thank you very much for your time and consideration,

=

EWme




mmnn'

A gm's-rm IRE TO HELP DETERMINE THE
KNOWL<DGE AND sxm. HHICH ARE NEEDE

R = =T
d .,'«l;.'l-'t )

U
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Your Name

‘Address

Street or Route City State
From which preparatory school did you graduate?

From which seminary did you graduate?

In which year did you enter the parish ministry?

What is the approximate communicant membership of the congregation which you now
serve? (If you're not in a parish now, the last one you serve)

Size of the community in which your church is located (check one)

Over 300,000 - 2,000 up to 5,000
100,000 up to 300,000 __ 1,000 up to 2,000

10,000 up to 100,000 Under 1,000 but in town

5 ,OOO up to 10,000 St.rictly rural (country church)

Check any of the following equipment which you have available:

Typevwriter Addressing machine
Stencil Duplicator (mimeograph) Dictating equipment
Iiquid Duplicator (ditto) Vertical file cabinets
Mimeoscope Card filing cabinets

Check the kind of clerical or secretarial assistance which you have available in
your office or study:

None Part-time paid help
Members of the family (gratis) Full-time paid help
VYolunteer help (church members) Number of paid secretaries

" PLEASE CHECK THOSE BUSINESS ACTIVITIES IN THE FOLLOWING LIST WHICH YOU

' NALLY PERFORM, Place a check mark in that column which most nearly indicates
‘frequency with vhich you perform these activities, Activities perfomed by
Sons other than yourself should be marked in the "never" column, ,

Often | Some~

: nusnmss ACTIVITIES INVOLVING THE USE OF
~ OFFICE MACHDNES =

g business letters ‘
g sermons or sermon notes =
z material for the §!‘L_d32 Bulletin e
ing Stencils : T

g copy for f.ha 1 '
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Often | Some- i Never
times

;ghmgse mimeograph or other stencil duplicator

-1, Usc hectograph or other gelatine duplicator

L2, Use Tijuid or spirit duplicator

-3, Dictate to dictating machine

L, Use addressing machine (operate machine personally)

.5, Use mimcoscope

BUSINESS ACITIVITIES INVOLVING RECORD-KEEPING,
FINANCIAL, OR LEGAL MATTERS

L. Select books to be used for financial records

2, Organize bookkeeping system for congregation or society

J._Koep records of cash receipts end cxpenditurcs

I
Keep records of individual members! pledges

o

). hstimate the churchis financial needs for the year

5, Plan the yearis expenditures for the church

{« Kecp inventories of church equipment and supplies

3. Keep records of costs of church maintenance

. Keep records of ministerial cails and services

[0. Keep records of sacred acts (baptisms, weddings, ctc)

L1, Keep records of supplies and.equipment purchased

[2, Plan or help plan financial campaligns

[3. Negotiatc loans for the congregation

[I}, Do the banking for the congregation

LQL“Keep records of janitor!'s supplies, hours, wages

|6, Keep records of utility bills

L7, Issue receipts for money received

[8. Make financial recports to boards and others

.9, Kéep record of bequests or trust funds received

20, Keep records of memorial wreath donations

!¥t Audit financial records of church or societics

2, "Send out paymonts or remittances

¢3. Preparc income tax returns

2. Reconcile bank account balances

as sesssppenITe

7. Keep attendance records . .. o oo :

ety Rt e it e it s e e e e =

BUSINESS ACTIVITIES INVOLVING PURCHASES
FOR THE CONGREGATION

Land - for church, school, or parsonage

Materials for construction or repair of buildings

. Buildings already constructed

‘mnsana smaBanen oo buneston N AR SR ss A SRR LEs SmuRS o1 unnnn b iann s BB: PHrERSEUIAATE SORRINRIEN RERRIIRRNRER RS

» Office oquipment or furnishings

. Plade orders for equipment, materials, or supplics

B ey s e T Tt e L T
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"BUSINESS ACTIVITIES TIVOLVING LETTER~JRITING
AND FILING

e e

..........................

Some-

Never !

times

1, Compose and write letters personally

2, Conipose_ and dictate letters

3. Compose and write bulletins, newsletters, programs cto

4, Compose and dictate bulletins, ncwsletters, programs etc.

24 Maintain alphabetic files of correspondence

6. Organize a filing system .

T. Filc catalogs of church supplies and equipment

8. File copics of sermons and addresses
9. File advertising matter on books and other publications

10, Keep a filc of magazines and poriodicals

11, Keep a card file of members and prospective members

12, Keep a telerhone list of numbers you frequently call

13, File budget information

1k, File legal documents

15, File copigs of invoices recceived or sent

18, Prepare and mail form. letters. or.bulletins.to. members.

‘ or prospcective members

| BUSINGSS ACTIVITISS INVOLVING OFFICE MANAGEMENT

AND SUPERVISION
(Note: The word "supzrvision" is here used
in the scnse of counselling, guiding, teaching)

1, Selecting and hiring a secretary

ramat

emman

5. Dealing with personnzl problems

« Supervising your secretary in the use of office machincs

'(» Supervising your secrctary in keceping records for you

8. Supervising purchasing procedures and rccords

9. Supervising your secretary in the use of a filing system

10. Supervising finance and fund-raising committeces

11, Supervising budgct-making procedures

12, Supervising janitors and maintenance workers

13, Supervising people who prepare food for large groups

1. Supervising a school bus transportation system

BUSINESS ACTIVITIES INVOLVING PERSONAL PROBLEMS

Some—
itimes

Nevar

3. Making time payment purchases

.. s i S e s

6. Arranging to travel by rail, bus, or air

e esnn s wemnasersasassesarusFidans sonns WBY g e nassnnsansnunesan cansanuaen: sneasensasal T

« Arringing for travel outside of the U. S,

“BEIOW, "LIST OTHER BUSINESS ACTIVITIES YOU PERFORM:
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2,

3e

L.

LT

6.

Te

8.

De

10,

1.

12,
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