
How do new 
Service Team 
Members get 
approved and 
listed on the 
Directory?

How do I update 
Arch/Bishop, 
Spiritual Advisor, 
or Service Team 
information?



New Service Team Member

New Service Team Bio form
Updated 12.18.2020

Completed and sent to Office: electronically or hard copy

New ST member, ST Coordinator, Webmaster are notified by the Office

Need Spiritual Advisor’s approval 
date on form



Click on “Directory” 
or on the appropriate form in the drop down.

Choose this form

Brand New Service Team Member 



Your Chapter has a Brand
New Service Team Member…

• Coordinator: print out the New 
Service Team Member Bio 
Form on the Intranet: 

https://magnificat-
ministry.net/newintranet/directory/new-
service-team-member-form/

• Send the completed form 
(electronically or hard copy) to 
the Magnificat Office

Or

https://magnificat-ministry.net/newintranet/directory/new-service-team-member-form/


Or go to the 
Intranet

And use the Online New Service 
Team Member Bio Form:

https://magnificat-
ministry.net/newintranet/directo
ry/new-service-team-member-
form/



Intranet

Directory

New Service 
Team Member 

(hard copy)



Online  version

Just need date approval 
was given by the Sp Adv



The Office:
• Will forward the New 

Service Team Member Bio 
Form to the CST for approval

• CST will contact Regional 
Rep for input prior to 
decision being made

• CST will decide to:

• Approve immediately

• Approve conditionally

• Ask for certain 
conditions to be met 
before approval



Sample Service Team Approval Letter that is sent to 
New Service Team Members and others

Dear (Name),

The Magnificat CST office has received your New Service Team Member Bio Form. Thank you so much 
for answering God’s call to serve His people through Magnificat as _(position, Chapter)_ 

The status of your Service Team position is below:
____ You have been approved.
____ You have been conditionally approved. Please email the Office to let them  know when the 
following item(s) has/have been resolved.    

____ Read the Handbook (within 6 months)
____ Attend a Life in the Spirit (LIS) (within 12 months)

We expect all Service Team members to accomplish the following within 3 months.
· Meet with Reg Rep/Reg Service Team Members – by phone or Zoom
· Review training modules with Reg Team members 

New Service Team Member (all Service Team additions)
Meal Guidelines (all Service Team additions)
Spiritual Advisor’s Role (all Service Team additions, Sp. Adv.)

You will be able to access the Intranet (private side of the website) through the public pages by using 
the following password: ______________________ on the Intranet Login. 

Yours in Christ,
Mary Wilson, CST Secretary 

cc Regional Rep, CST, New Service Team member, ST Coordinator                                            

3.1.2021



Existing Service Team Members

Directory Update Form – completed and 
submitted online only

Directory Update Form 

ST member, ST Coordinator are notified by the Office



Directory Update Form



New Archbishop/Bishop 
and/or

New Spiritual Advisor

Any time there is a new Archbishop or Bishop assigned to 
your diocese or has any contact information changes (name, 
address, city, state, zip, phone numbers or email address 
changes), the Directory Update Form needs to be completed 
online and submitted to the Magnificat Office. 

The Directory Update is used when a New Spiritual Advisor 
has been appointed and approved by the local ordinary. The  
Archbishop/Bishop’s permission must accompany completed 
form. We cannot move forward without the Bishop’s 
approval. 

Handbook: C-24



Directory Update Form
New Archbishop/Bishop and/or New Spiritual Advisor

New Archbishop/Bishop New Spiritual Advisor

Chapter completes 
and submits 

Directory Update 
form to the Office

Complete and submit Directory Update 
form along with copy of Bishop’s 

correspondence or email/note confirming 
Bishop’s verbal confirmation

(see sample letter – slide 14)

Office will update Ministry Database and Intranet to reflect changes



Chapter information

Date

Archbishop/Bishop of (local diocese name)

Dear Archbishop/Bishop__________________,

After prayer and discernment, we, (name of Chapter), are requesting your written approval of 
our recommendation, (list name(s) of suggested Spiritual Advisor), to serve as the Spiritual Advisor 
for our Magnificat Chapter. Please indicate your approved selection below and return this form 
electronically (email) or hard copy to (address above). 

If you should have any further questions, please contact me at (phone and /or email). 

We so appreciate your benevolent support and encouragement. You remain in our prayers. 

Yours in Christ,

(Local Service Team Coordinator)

(Contact information)

Approved Spiritual Advisor: _________________________________________________________

Archbishop/bishop signature: _______________________________________________________

Date: _________________________________________

Enclosure: Magnificat brochure 
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Sample letter



Must be completed for new 
Spiritual Advisor

This line must be completed for a new Spiritual 
Advisor on the electronic Directory Update form



This email is sent to New Spiritual Advisor from 
the Office. The Spiritual Advisors’ Role power 
point is included. 

SUBJECT:  Magnificat - Welcome - Chapter - Spiritual Advisor

Dear _____________,

Thank you so much for answering God’s call to serve His people through Magnificat as 
the Spiritual Advisor.

The Magnificat CST office has received your Directory Update form. The appropriate changes will be made 
to the Directory and mailing lists. 

We ask that you please review Spiritual Advisor’s Role Module to give you a more complete understanding 
of your role. Here is the direct link or the Coordinator can locate it for you.

Yours in Christ,

Mary Wilson, CST secretary

cc Regional Rep, CST, Coordinator

Rev: 3.1.2021



Office must have the following to 
process any changes for:

➢New Service Team 
Member
• New Service Team 

Member Bio Form 
• pre-approved by 

Spiritual Advisor and 
must be approved by 
CST

➢Changes in Service 
Team Positions or 
Contact Info
• Directory Update Form

➢New Spiritual Advisor
• Directory Update Form
• Confirmation of 

Arch/Bishop’s approval
• Copy of Bishop’s 

correspondence 
OR

• Email/note confirming 
Bishop’s verbal 
confirmation

➢New Arch/Bishop
• Directory Update Form



Then…

• Office notifies the Webmaster to 
issue Intranet credentials (new 
Service Team member)

• Chapter Directory updates are 
made to reflect the changes.

• Service Team Approval Letter 
(new members only) will be sent 
electronically to:

• CC: CST, Reg Rep, Chapter 
Coordinator, New Service 
Team Member

• Reg Rep and Chapter 
Coordinator notifies rest of 
their respective Team



The New 
Service 
Team 
Member:

Will meet with 
Regional Rep and 

one or more 
Regional Service 
Team Members

Complete any 
conditional 

requirements 
in the time 

frame as 
indicated in the 
Approval Letter
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