ChMS Software Implementation

Phase 1 Preparation Document

What is This All About?

Over the next few months, we will be implementing new software to replace our current church management software. 

Phase 1 of this project is called “Business Process Review.” We will document how you manage or conduct the “business” of your department. During this time, you will have the opportunity to meet with consultants and/or our internal lead project team to share…
· what you do on a daily basis

· the strategic needs of your department

· any reports/forms of output that you need

· your ministry’s long term goals
We will be contacting you to schedule your meeting.
How to Plan for Your Meeting:

1. Always be on time! 
2. At the meetings, help the consultants/team understand each “process” that you do on a daily basis (how you manage a roster, enter comments on a person’s record, do a mail merge, etc.). Every task is important.
3. Bring sample reports, forms, visitor/registration cards, letters, etc.
4. Bring your ideas of “wish list” items that you think could help you be more effective in your position).
5. Details, Details, Details! The more details we capture, the better!
