CHECKLIST FOR SESSION MINUTES for 2009 Records
Presbytery of Lake Michigan

Church _________________________________ City ________________________________

Report of Actions as Recorded in Minutes of Session and Congregational Meetings

The Clerk of Session shall use this checklist during the year when recording business items in the minutes of Session and congregational meetings. This list shall be included along with the Minutes Book and Register when the books are submitted for approval by the Presbytery Reading Groups.

Routine Items 
Applies to Minute Books and Register
	YES
	NO
	

	
	
	Archival paper used (at least 25% cotton)

	
	
	Minutes placed in a secure archival binder

	
	
	Pages numbered consecutively

	
	
	No blank pages, erasures, “posties” or insertions. If less than half a page, a large X should cover the lower part or the words “Nothing Should Appear Below This Line” centered and a line drawn below it. 


	
	
	Records kept in a fire-proof safe

	
	
	Results of review of minutes from prior year reported to session and recorded in minutes


Reviewer’s notes:

Routine Items 
Applies to Minute Books and Register
	PAGE #
	ITEM

	
	Date, time, and place of meeting (Roberts Rules of Order), with name of moderator; statement that quorum was present [G-10.0202 & G-7.0305]. Session must meet at least quarterly [G-10.0201].



	
	Meeting opened with prayer [G-9.0301b]

	
	Roll of elders present, excused, or absent [G-9.0203a] (Session meetings only)

	
	Minutes of previous Session meeting(s) approved; approval of minutes by Session of

congregational meetings, when the minutes were not approved by the congregation at the end of its meeting [G-7.0307

	
	Motions clearly stated and the results of the vote. Any discussion recorded for clarification should be concise.

	
	Motion to adjourn, with notation of closing prayer [G-9.0301b]

	
	Attestation by signature of the clerk or moderator of Session at the end of the minutes. In the

case of congregational minutes, both the moderator and clerk must sign [G-7.0307].



	
	Report of the Annual Review of Minutes and Register [G-9.0407d]


Reviewer’s notes:

Periodic Items Required by the Book of Order
Applies to Session and congregational meetings

The Clerk of Session shall record the page number in the Session minute book wherever these actions have been recorded since the last review of the minutes by Presbytery. Some items may occur only once each year, and some may be much more frequent. This list serves as a reminder to the Session to take required actions and assists the Presbytery in its annual review [G-10.0301].

If some of the required items are reported to Session or the congregation as part of a committee report, pastor's report, or clerk's report, etc, the information required below must be extracted from the report and included in the body of the minutes or the entire report must be appended to the minutes.

	PAGE
#
	ITEM

	
	Annual statement of the composition of Session with regard to racial ethnic members, gender, age groups, and persons with disabilities, and statement as to how this corresponds to the composition of the congregation [G-10.0301]

	
	Approval of time and place for future communion services, with service at least quarterly. [W-

2.4009, W-2.4010, W-2.4012a-c]. If communion services are celebrated on a regular basis (e.g.,first Sunday of each month), this schedule should be reconfirmed by action of Session at least annually.

	
	Notation of the serving of communion since the previous stated Session meeting. When

communion is served to those unable to attend the community worship, the names of ministers and/or elders and/or others authorized to serve the elements shall be recorded [W-3.3616d,e].

	
	Approval of future baptisms desired with a record that instruction was given [W-2.3011].

	
	* Notation of baptisms administered since previous stated Session meeting with full name

(including maiden names), date and place of birth; and in the case of infant baptisms, full name of parents (including mother's maiden name). If baptism is administered outside the

worshipping congregation, name of minister(s) and elder(s) in active service on Session

participating in the baptism shall be given [W-2.3011a].

	
	* Approval of applications and instructions for new members with their full names (including

maiden names); how received (if by letter of transfer, complete name of church, city and state); and date of reception into membership by the Session [G-5.0400, G-10.0102b].

	
	* Approval of dismissals to other churches listing full name and register number of member (if

available), along with complete name of church, city and state, to which the member is being

transferred. In case of families, names of baptized children shall be included. For an elder or

deacon, include the date and place of ordination if known [G-10.0102s].

	
	*Notation and appropriate actions of the yearly review of the membership in regards to Active, Affiliate, Inactive, and Baptized Rolls. [G5.0200, G5.0502, G10.0300].

	
	* Notation of the death of a member, with the date of death and the register number of the

deceased [G-10.0302b(8)]

	
	* Notation of all weddings involving church members, all marriages conducted by the

ministerial staff of the church, and all marriages performed on church property [G-10.0302c(1)]

	
	Record of appointment or election of commissioners to Presbytery and receiving. the

commissioner(s) reports (with date of meeting) of the business and actions of Presbytery [G-

10.0102p(1)]

	
	Notation of the election of Session officers for the year, including treasurer. (Treasurer may be appointed from among the members of the congregation but is accountable and under

supervision of the Session.) [G-10.0401].

	
	Record of training and examination for new elders and deacons by the session [G14.0205]

	
	Record of an annual budget adopted by the Session, including the distribution of the church's

benevolences [G-10.0102i].

	
	Record that pastor’s terms of call have been reviewed with the installed pastor(s) before

adoption of the annual budget and that a change of call has been approved at the

congregational meeting [G-10.0102n, G-7.0302a, G-7.0304a(3)]

	
	Record of a periodic report of the treasurer (at least annually, but preferably more often) [G-

10.0401c].

	
	Statements of the full financial review of church financial accounts with names of persons/firm conducting the review [G-10.0401d]  REQUIRED.

	
	Report of an annual review of all boards (Deacons/Trustees) including funds dispersed. Report of an annual review of the Deacons’ minutes [G-10.0102, G-6.0404, G-6.0405]

	
	Report of the joint meeting of the board of deacons and the session. [G-6.0405]

	
	Notation that the Annual Statistical Report has been forwarded to the Office of General

Assembly.  REQUIRED

	
	Annual congregational meeting and special meetings of the congregation recorded with the

Session minutes [G-10.0301]

	
	Indication that property and liability insurance has been reviewed and is adequate to protect the facilities, programs, and officers of the church [G-10.01020]

	
	Treasurer and people handling funds are bonded (strongly recommended)

	
	Annual review of child abuse policy and/or that one needs to be in place.  REQUIRED

	
	Annual review of sexual misconduct policy and/or that one needs to be in place. REQUIRED


Reviewer’s notes:

 (Check starred items with the Register)

__________ Minutes approved

__________ Minutes approved with exceptions (items that cannot be corrected)

______________________________________________________________________________

______________________________________________________________________________

__________ Minutes not approved until the following is corrected:

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Presbytery reviewer _____________________________________________________________

Date of review ____________________ Reviewer’s phone ___________________________

ANNUAL CHECKLIST FOR ROLLS AND REGISTERS

Presbytery of Lake Michigan
	CHECK
	

	
	Each Session shall maintain membership rolls including date of addition to roll and date of deletion from roll as follows [G-10.0302a]:


	
	Baptized Roll [G-10.302a(1) and G-5.0201] shall include the names of :



	
	a. All those baptized in the particular church; and


	
	b. All active members' children and minister's children who were baptized elsewhere (and who have not made a profession of faith in Jesus Christ)


	
	

	
	Active Roll [G-10.0302a(2)(a) and G-5.0202] shall include the names of those who have been received into membership and who are active in the church's work and worship. The Active Roll shall note those who have received certificates of good standing to become affiliate members of congregations in other communities   [G-10.0302a(2)(b)].


	
	

	
	Inactive Roll [G-10.0302a(3) and G-5.0203] shall list the names of those who:



	
	a. Have been on the active rolls; and


	
	b. Have intentionally failed to participate in the work and worship of the church for    period of one year; and
             

	
	c. Have been the subject of a diligent effort by the Session to restore to activity in the church's work and worship; and


	
	d. Have been determined by the Session to have failed to participate in the church's work and worship.


	
	

	
	Affiliate Roll [G-10.0302a(4) and G-5.0204] shall list the names of those who:


	
	a. Are members in good standing of a congregation of the Presbyterian Church (USA) or one of its corresponding denominations which is in another community; and


	
	b. Are temporarily residing within the congregation's community; and


	
	c. Are active in the work and worship of the congregation; and


	
	d. Have been received by the Session as affiliate members. (Affiliate membership must be renewed every two years.)


	
	

	
	Each Session shall maintain complete registers of Marriages, Baptisms, Elders, Deacons, and Ministers [G-10.0302c]


	
	Marriage Register [G-10.0302c(1)] shall include the names of the parties for all marriages

	
	a. Of members wherever conducted; plus

	
	b. Conducted by the ministerial staff, anywhere; plus

	
	c. Performed on the church property, by anyone authorized to perform marriages

	
	

	
	Baptism Register (G10.0302c(2)) shall include:

	
	For infants or minor children: name, parents' names (including maiden name of mother), date of birth, date of baptism, names of persons presenting the child for baptism (if other than the parents)

	
	a. For adults: name, parents' names (including maiden name of mother), date of birth, date of baptism

	
	

	
	Elder Register [G-10.0302c(3)] shall include for each elder

	
	Name, name of church in which ordained, date of ordination, terms of active service, and record of removal

	
	

	
	Deacon Register [G-10.0302c(4)] shall include for each deacon:

	
	a. Name, name of church in which ordained, date of ordination, terms of active service, and record of removal 

	
	

	
	Minister Register [G-10.0302c(5)] shall list the names of each pastor, co-pastor, associate pastor, interim pastor, stated supply, and parish associate, with dates of service for each.

	
	

	
	There should be no erasures. Deletions are made by drawing a thin line through a person’s name.

	
	

	
	Nothing should be stapled in the book, and there should be no “posted notes” ever attached to pages. The glue will cause eventual deterioration of the paper.




Reviewer’s comments ___________________________________________________________________

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
_____ Register reviewed
Presbytery reviewer ____________________________________________________________
Date of review ____________________ Reviewer’s phone _____________________________
THIS FORM MUST BE FILLED OUT PRIOR TO REVIEW OF BOOKS.








1
Revision February 2007


