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SECULAR FRANCISCAN ORDER

 TROUBADOURS OF PEACE REGION


PREPARATION FOR VISITATION

 FRATERNITY MINISTERS CHECK LIST

Instructions for use:

1. The Minister of the Fraternity must complete this form prior to a Fraternal and/or Pastoral Visitation.

2. Make copies of the completed form.

3. Return the completed form to the Fraternal Visitor 3 (three) weeks prior to Visitation. (Note: Fraternal Visitor will provide a copy of the completed form to the Pastoral Visitor.)

4. Place a copy of the completed form in the Fraternity Minister's binder.

Please keep in mind that it is the responsibility of the incumbent Minister and Council of your Fraternity to turn over all appropriate manuals, records, documents and binders to the new officers following Fraternity elections.

Fraternity: __________________________________________________________  Number: ________________

FRATERNITY COUNCIL

___Each office filled by properly elected or appointed professed member

___Spiritual Assistant appointed for the fraternity

___Minutes of Council Meetings reviewed and approved by Council

___Treasury Report provided by Treasurer, circulated to Council, available to members, and appropriately 

       audited   

              ___Formation Director's reports on candidates including attendance and progress

___Election Records including nomination committee reports and record of installation of officers

___Appointment of contact persons for all National Commissions

___Records of Council decisions regarding membership

___lists of excused members, 

___lapsed members,

___pastoral decisions

___related correspondence

___Training opportunities provided to the Formation Director and other formation personnel

___ All members of Council have their own copy of the Ritual. 

FRATERNITY LIFE

               ___Consistent schedule for monthly gatherings - (when)____________________________

___On-going formation program provided to the Fraternity members

___Fraternity representatives participate in Regional Programs

___Fraternity Apostolate accepted by membership

___Annual membership roster kept on record and provided to all members

___Copies of current and past Fraternity newsletters kept on file - (minimum of three years)
___Copies of current and past Regional and National newsletters: made available to members then kept in
       library.
DOCUMENTS ON FILE

___Document of Canonical Establishment - (Kept in a safe location)

___Fraternity Membership Record Book - (Kept in a safe location)
___Ritual of the SFO

___SFO Rule (1978)

___SFO Constitutions (2001)

___National Statutes (2005)

___Regional Guidelines (2007)

Minister's Binder 

___Ritual of the SFO
_x__SFO Rule (1978)

_x_SFO Constitutions (2001)

_x__National Statutes (2005)

_x__Regional Guidelines (2007)
_x__copy Document of Canonical Establishment (optional)
___copies of council minutes

___treasurer's reports

___fraternity newsletters

___fraternity member roster

_x__regional Telephone Directory
___ copies of annual report to and from the region
___ copies of correspondence to and from the region

_x__procedures for elections

___ planned agendas for the fraternity

___ records of previous visitations

___job description
Vice Minister’s Binder           

___Ritual of the SFO
_x__SFO Rule (1978)

_x__ SFO Constitutions (2001)

_x__National Statutes (2005)

_x__Regional Guidelines (2007)

___job description
___other materials relevant to any specific assignments to the office

Secretary's Binder & Records

___Secretary's Binder (separate from Council Meeting Minutes Binder) 

___Ritual of the SFO
_x__SFO Rule (1978)

_x__SFO Constitutions (2001)

_x__National Statutes (2005)

_x__Regional Guidelines (2007)
___job description of Fraternity Secretary

___copies of fraternity correspondence

___member roster

___telephone tree 

___inventory of SFO secretarial supplies

_x__ Supply of forms: (Request for Dispensation, Request for Visitation and Election, Election and Visitation packet, Transfer forms)
               ___ Council Meetings Minutes Binder

___ Attendance Record

___ Official Transfers

___Profession records
___ Council Meeting Agenda/Minutes

Treasurer’s Records

___Treasurer's Binder 

___Ritual of the SFO
_x__SFO Rule (1978)

_x__SFO Constitutions (2001)

_x__National Statutes (2005)

_x__Regional Guidelines (2007)
___ Job description of Fraternity Treasurer and guidelines

___ Treasurer's Reports/Budget
___ Regional per capita donation records

___Bookkeeping Ledger recording income and expenses

___Bank Statements/checkbook

___Supply of forms: (Request for reimbursement/contribution, donation, budget expense forms)
___Inventory of Fraternity owned equipment, furniture, books, tapes, videos, instruments, artwork, etc.

Formation Director Binder

___Ritual of the SFO
_x__SFO Rule (1978)

_x__SFO Constitutions (2001)

_x__National Statutes (2005)

_x__Regional Guidelines (2007)

_x__Formation Forms

___Initial Application

___Reference forms

___Application for Candidacy

___Formation attendance

___Interview/discernment form

___ Profession documents

___Guidelines for Initial Formation

___Formation plan for Orientation, Inquiry and Candidacy

___Approved formation materials for phase appropriate formation program

___job description
Spiritual Assistant’ Binder

___Ritual of the SFO
_x__SFO Rule (1978)

_x__SFO Constitutions (2001)

_x__National Statutes (2005)

_x__Regional Guidelines (2007)

___Handbook of Spiritual Assistance

___Life Giving Union (optional)

___Letter of Appointment

___Outline/plan of SA activities (e.g. Days of Recollection, retreats, liturgies, prayer etc)

___job description
Councilor(s)

___Ritual of the SFO
_x_SFO Rule (1978)

_x__SFO Constitutions (2001)

_x__National Statutes (2005)

_x__Regional Guidelines (2007)

___job description

___materials relevant to specific assignments (e.g., commissions, newsletter, etc.)
OTHER RESOURCES

___Extra copies of the rule and constitutions

___Approved Formation resources (see annotated and/or updated bibliography)
___Availability of fraternity library 

___Catalogue of SFO and other religious supplies

_x_
indicates where you may substitute an electronic disk or show availability to internet connection during time of meetings.  Also there needs to be a page in your binder indicating where these files are if not physically in the binder.
Number of years to leave in binder: from one visit to next. Everything else needs to be archived.
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