THE PRESBYTERY OF BOISE

Session Records for 2010 (Read in 2011)
_____
Record the date, time and place of each meeting; whether a regular or a special meeting; the name of the moderator; the names of the elders present and absent and the names of any guests.

_____
Record the opening and closing of each meeting with prayer.

_____
Record the reading and approval (as printed or as corrected) of the minutes of the last stated meeting and any special meetings held since the last stated meeting. This is best done near the start of each meeting.

_____
Record only that which is vital to the transactions of the meeting.

_____
The details of discussions, plans which have not been adopted, suggestions which have not been followed, motions that have been withdrawn, need not be recorded though it may be useful to have some reference for historical purposes.

_____
When a previous action of the Session is referred to, the page or pages on which it is recorded should be designated, i.e. "See Minutes, page 103".

_____
Record the administration of The Sacrament Of The Lord's Supper at the next regular meeting succeeding. In case the sacrament had been administered privately, the name of the elder(s) who assisted should be included. This is best done at a regular place on the docket; the pastor's report, clerk's report, or worship committee report.

_____
Record the required session authorization for baptism. (W-2.3011). Record the baptism of adults and of infants (including name, parents, date of birth) at the next regular meeting succeeding. This is also best done at a regular place on the docket. 

_____
Record the full name of applicants for church membership; in case of a married woman, the maiden name; in the case of minors, son or daughter of; and in every case whether baptized; and the name of the church transferred from, in the case of persons received by letter. For example: Jane Mary Brown Doe (Mrs. John R.), John Robert Doe, James John Doe (son of John and Jane), Alice nmn Doe (daughter of John and Jane), etc. (nmn=no middle name)

_____
Record the full title of the church to which a certificate of transfer is granted, and the full name of the person transferred with the date of transfer. Don't forget to include the city and state in which the church is located. Certificates of transfer should include the names of baptized children, and whether or not the person is an ordained elder or deacon, with the date of ordination. It is also nice to include other pertinent information about the baptism of the children: where and when born; where, when, and who baptized them.

_____
Record the name of the elder(s) elected as commissioner(s) to Presbytery (G-10.0102p). 

_____
The record of each meeting is to be duly attested (signed) by the clerk or moderator. Leave space at the end of the minutes for signatures of both the moderator and clerk, only one need sign except in the case of a congregational meeting where both need to sign.

_____
When the Session of the church finds it necessary to exercise discipline, the Form of Government and the Rules of Discipline should be carefully studied by a committee of the Session, and if discipline is administered, the minutes of the Session must contain such a record of the proceedings, as will enable the Presbytery to know who were disciplined, why, and how. 

_____
Once each year (the official church year ends December 31), and at the conclusion of the minutes of the meetings of said year, there should be included a summary of the annual tabular statement which the Session of the church has made to the Presbytery and General Assembly. This means a summary of sections A and B (membership and finances including racial ethnic composition) of the General Assembly Statistical Report should be typed into the minutes. Also, include the report made by the session to Presbytery of changes in the elders by death or otherwise; and in outline, the important actions taken at the congregational meetings held during the year. If you type the minutes of the congregational meetings into the Minute Book, this last one is probably not necessary.

_____
Every Session shall maintain the following church rolls as required and defined by G-10.0302: 

· Baptized members, 

· Active members, 

· Affiliate members, 

· Inactive members. 

· The names of members shall be placed upon, removed, or deleted from the rolls of the church only by order of the Session, and in accordance with the provisions of    G-10.0300. 

· Use full names in the minutes when transferring, removing, or deleting members. 

· The Session shall also keep a complete register of marriages, of adult and infant baptisms, together with the names and dates of birth of those baptized. The register of marriages should include all marriages performed at the church as well as all marriages performed by the pastor(s) at other locations. 

· The roll of baptized persons should include all baptized minor children of members, even if they were baptized elsewhere. 

· The Session shall keep complete registers of elders and deacons together with the names of the churches in which they were ordained, the dates of ordinations, the terms of active service, and the records of deaths or removals, if such removals have occurred in accordance with the Rules of Discipline. 

· Session Minutes are to be considered the primary record. Include in the Minutes all information that will later go into the Register. Information on marriages may be reported in the pastor's report or in the clerk's report.

_____
Once each year, all books related to finances shall be completely reviewed. This is not a suggestion, it is required by G-10.0400d. Verification of the financial review is to be recorded in the Session Minutes. Although it is required that verification of audit be reported only every other year, it is recommended that the annual financial review be reported annually. 

G = Form Of Government; W = Directory For Worship; D = Rules Of Discipline
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