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The Parish Register is the permanent, official
record of the congregation. Properly kept, it is an
essential historical and legal document, and serves a
significant pastoral function as well.

The Parish Register is the property of the
congregation, not of the pastor. If the pastor wishes to
keep a personal record of such things as baptisms
and weddings, this may, of course, be done; however,
any such records are in addition to the official register
of the congregation. The keeping of a Parish Register
for each congregation served is a responsibility each
pastor assumes when joining a synod and signing its
Constitution and Bylaws., The keeping of personal
records is an optional matter for a pastor; the keeping
of the congregation’s official record is required.

The Parish Register should be protected at least as
well as an insurance policy or @ bond. It should be
kept in a fire-proof or fire-resistant safe, vault, or
filing cabinet. Congregational leaders may wish to
consider microfilming portions of the register or the
entire "old” register when a new one is used.

If a congregation disbands, its Parish Register and
any other official records should be placed in the
synodical archives. Under no circumstances should
such records be destroyed or be allowad to pass into
private or secular hands.

The Parish Register should reflect at the end of
each wesk the actual situation with respect to each
member of the congregation. To postpone entries
until ernough are accumulated to make it
"worthwhile” to enter them destroys the value of the
Register and may result in an incemplete record due
1o lost or misplaced information. If at all possible, all
entries should be made on the day of the relevant
action or cccurrence, Otherwise, should the pastor be
incapacitated or suddenly leave the congregatioen, it
might be extremely difficult or even impossible to find
the neaded information.

Furthermore, all antries should be complete; all
required information should be properly recorded. All
entries should be in ink, never in pencil. India ink is
more nearly permanent than any other medium for
writing, and is less likely to fade. Erasures should
never be made in the Parish Register. An error should
be corrected by drawing a line through it. re-entering
the item correctly immediately above, and initialing
the correction with the pastor’s initials.

THE PARISH REGISTER

THE ROLL OF MEMBERS

This roll includes the names of all those holding
membership in the congregation. Here should be
entered the name of each persen received into the
congregation by one of the following methods:

1. Baptism,
2 Confirmation or affirmation of faith;
3. Transfer from another Lutheran congregation;

4. Otherwise, including persons recesived from
non-Lutheran congregations and from other
SOUTCES,

Each member is assigned a Register Number which
is never changed. The first name is number 1, and
subseguent names are numbered consecutively as
they are added throughout the history of the
congregation. Thus, if 213 is the last number to be
used and the person having number @ dies, a ling is
drawn through number 9 and it is not used again. The
next person to be entered is assigned number 214.
This Register Number is impertant because it is also
listed befare the name of the member in the Record of
Communing and Contributing and/ or in the Record of
Communions; thus it serves as an aid in Cross-
referencing. Also, if used as part of a card or other
filing system, it provides a ready |ead-in from that file
ta the information in the register.

For high numbers, such as those above 9939,
gther numbering systems are possible. Thus, instead
of using 10,000, 10,001, etc., |A to 1,000A, 1B to
1.000B, etc., can be used as a way to avoid croveding
the space provided for the Register Number.

When a new Parish Register is introduced to
replace an old one, enter into the new register from
the old one only the names of those persons who
have not been removed from the Roll of Members, in
numerical order, using the old Register Numbers. The
numbers of members whose names have previously
been removed from the roll should be omitted from
the new Parish Register.

Mames are removed from the Roll of Members in
the following ways:

1. By death;

2. By transfer to another Lutheran congregation;

3. Otherwise, including persons whe joined non-
Lutheran congregations and those removed
for other reasons.

Detailed instructions for receiving and re-
moving members are in the Instructions
which accompany the annual congregation-
al report forms. The most recent copy of
these instructions should be kept with this
Parish Register for ready referance.

In the Ball of Members, full information should be
recorded about each member in the spaces provided.
This includes the person’s Register Number: full
name, last name first; how received and removed and
the datels) for each; birth date and place; dates of
baptism and confirmation, and the name and location
of the congregation{s) where these events occurred;
date of first Communion; date of marriage and to
whom married. In the column headed M/F, enter M
{male) or F (female) as appropriate. In the case of
wamen who marry after their names are already on
the roll, a line should be drawn through the Register
Number of that person and the married name
entered, using the same Register Number she had
before.

The Confirmed column is |left blank unless — or
until — the individual is confirmed: a + should then
be entered. Counting the members not yet removed
and noting the confirmed status of each is a
convenient way to get summary data far the annual
report form.

THE RECORD OF COMMUNING
AND CONTRIBUTING

The information recorded here can assist the
congregation in at least two ways. First, it will identify
members who, as of any given time during the year,
have responded to the Gospel by receiving the Lord's
Supper and/or by making a financial contribution of
record. Second, it will show which members have or
have not met the church's reguirement for being
confirmed members in good standing.

The Register Number is the permanent number of
the member obtained from the Roll of Members. The
name should appear as it is in the Roll of Members,
last name first. Identify confirmed members by a8/ in
the Confirmed column. Non-members who commune
and/or contribute are not to be listed here.

Time will be saved in making entries if the initial
listing is alphabetical. New members are added at the
end of the roll. When the roll is transferred to new
pages, it should be re-alphabetized.



A check mark | « )} will indicate a financial
contribution of record and is entered only once each
year immediately after the first such contribution.
Similarly, such a mark in the Communing column,
entered after the first Communion of the individual in
the calendar year, provides the information needed
with respect to the member’s minimum participation
in Holy Communion. However, a series of numbers (1,
2, 3, etc.), if small, can be entered in the Communing
column, indicating the dates of the Communion
services, thus, 1 = 1st Sunday in January; 2 = Ash
Wednesday; 3 = Maundy Thursday. Other symbols
and procedures may be used for the same purpose.

Mames should be added to or removed from this
record whenever appropriate. Remowval should be
indicated by drawing a line through the applicable
Register Number.

THE RECORD OF COMMUNIONS

If only confirmed members are permitted to
commune, the name of every confirmed member
should be entered both in the Roll of Members and in
this record. The name should appear exactly asitisin
the Roll of Members, last name first. The Register
Mumber should be entered in the column provided,
The initial listing should be alphabetical. Names of
additional confirmed members are added at the end
of the list as they are received.

If unconfirmed members may commung, the
names of all such persons eligible to receive the
Sacrament at the time this list is made should be
entered, along with the names of the confirmed
members, the complete roster being alphabetized.
Use a + in the Confirmed column to identify
confirmed members. As with the list of confirmed
members, names of additional unconfirmed persons
eligible to commune are added at the end of the list.

At the top of the page, the dates of the Communion
services should be indicated, the year in the
horizontal space and the month and day in the
vertical spaces. Beside each name are spaces for
recording the participation of each individual. When
the list is transferred to new pages, it should be re-
alphabetized.

Note: only members’ communing records are kept
here.

THE RECORD OF PASTORAL ACTS

Space is provided for recording baptisms,
confirmations, marriages, and funerals.

All baptisms are to be recorded consecutively, last
name first. Use the M.F column to indicate male or
female. Names of persons baptized are entered
simultaneously here and in the Roll of Members, The

date and place of birth and of baptism, the fficiant,
residence of parents, father's full name, other's
maiden name, and the names of the sponsos should
all be recorded Two additional columns make it
possible to indicate by means of a vertica line or
other symbol if the father and/or moner are
members of the congregation. Names ae never
removed from the Record of Baptisms.

In the Record of Confirmations, the bllowing
information is required: full name, last nane first,
dates of birth, baptism, and rite of confrmation;
father's name and mother's maiden nane; and
officiant. No name is ever removed from thi; record.
When a confirmation is recorded, elevant
information about the person confirmed should be
entered on the Roll of Members, on the Record of
Communing and Contributing, and on the Fecord of
Communions.

Much of the information required for the recording
of marriages is obtainable from the marriage license:
the date and place of the marriage, names of bride
and groom, their places of residence and their ages.
names of witnesses, the number of the license (in
places which issue numbered licenses) and the
issuing authority, and the date when the completed
license was returned. In addition, columns are
provided in which can be indicated the name of the
officiant, and whether or not the parties are members
of the congregation. Some pastors have found it
helpful in recording marriages to write the last name
of the groom first, and to indent the name of the bride
on the second line. Subsequent search for the record
of a8 marriage is made much easier. The space
provided for recording the date when the licesnse was
returned is important. There may be a penaltty for the
late return of the form attached to the licemse. This
column both reminds the pastor of this matter and
indicates that the return form was sent to thhe proper
civil authority. No names should ever be removed
from the Record of Marriages,

The Record of Funerals should be filled ocwut in full,
The information required includes: whetther the
deceased was a member of the congregaation; full
name; date and place of death; age at death\ in years,
months, and days; date and place of the flfuneral or
memaorial service. The Remarks column mayy be used
for additional information, e.g., officiant, pplace and
date of interment. No names should ever be 2 removed
from this record. If the deceased was a membber of the
congregation at the time of death, a line | is drawn
through the Register Number of that perrson and
appropriate information entered in the | Removed
column of the Roll of Members. Also, a line 8 should be
drawn through the name of the deceased if it it appears

in the Record of Communing and Contributing and/ or
in the Record of Communions. An entry in the Record
of Funerals of only the name of the deceased Is not
sufficient. Every funeral director should be told by the
pastor what information is required for the requrds. If
the memorial and burial services are held in different
communities and/or by different pastors, the service
conducted by the pastor of the congregation should
be recorded along with all the other information, and
a note made in the remarks column to the effect that
the burial or memorial/funeral service took place
elsewhere. All funerals conducted by the pastor(s) of
the congregation should be recorded here, whether
or not the deceased was a member.

THE HISTORICAL RECORDS

The historical dimension of the Parish Register can
be provided effectively only if this section ':Is prc};_:-erkv
maintained. The Charter of the congregation (either
the original document or a certified copy) and the
Constitution and Bylaws (the official copy} should be
included. Space is provided for amendments.

The rolls of pastors and of church council memlberls
and officers are important parts of the cﬂngrqgatmn 5
history that are sometimes neglected. There is ample
space for listing each pastor and his_,fher years of
service, as well as each church council member gnd
officer of the congregation and his/her term of office,
position on council, and other leadership
responsibilities,

The Annual Summary pages are for listing the
essential items of information provided annually for
the synad and the church-at-large. This rec::_nn:ll should
be kept very carefully. It may seem that this is mere
“husywork” since the congregation has a copy of
each year's report forms, and much of the
information appears in the minutes of the svnﬂ_d_
However, loose copies of report forms are EESIIW
misplaced, and occasionally there are errors in
published synodical summaries. Wh,&n the neec!ed
information is entered annually in the F'ar:s!‘n
Register, the congregation has readilv_available 1o it
an authentic and continuous record of its growth and
development that is not available from any other
source,

Events of historical significance in t_he
congregation may be entered in the special section
provided for them, Here should be recorded brief
notices of anniversaries, installations of pastors,
burning of mortgages, bequests, memorial g|ft§,
additions of facilities and equipment, etc. This
permanent record of matters of real ;igqificance may
be the only source of such information in the future,
when persons who now are aware of them are no
longer available to share such highlights of the pastl.
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