Presbytery of Boise

Annual Review of the Session Minutes and Church Registers (G-10.0301) …

For 2008 (taking place in 2009)

Church: _________________________________________________________

[NOTE: There are always questions about items that are listed here but are not spelled out completely in the Book of Order. Some of the items are suggested by protocol, others by the Book, and some by Robert’s Rules. Therefore, the exact format is not important when we check the minutes. That a specific item is noted in some form is what is essential.]

This church has a Board of Deacons:    ___ Yes,    ___ No. (G-6.0407)

This church:   ___ has a separate Board of Trustees;  ___ Session is the Board of Trustees. (G-7.0401)

BOOK OF ORDER  - MANDATORY ITEMS for SESSION MINUTES

Indicate page numbers and dates where requested.

[Note:  These items are under the responsibility of a Session and, by implication, must be recorded in the minutes.]

List Page Numbers at the beginning of each item (All minutes should have consecutive page numbers.)

             ↓

Every set of the Session Minutes must include the following items by Book of Order mandate:

1. ______________________ Date, hour and place of meeting.


2. ______________________ Name of Moderator (G-10.0103)


3. ______________________ Quorum declared present (G-10.0202).


4. ______________________ Roll of Elders noted  (present, excused, absent)

5. ______________________ Opened and closed with prayer (G-9.0301)


6. ______________________ Approval of the docket  

7. ______________________ Review and correction/approval of previous minutes

8. ______________________ Record committee reports and actions
9. ______________________ Signature of clerk on all minutes 


10. ______________________ Annual review by Session of adequacy of compensation for 




all staff (G-10.0102n).

11.  _____________________ The Session voted to call the Annual meeting of Congregation/Corporation (G-7.0302) which met on  __________________, during which the congregation reviewed/changed the terms of Pastor’s (Pastors’) call(s)       (G-7.0303a(3)).  
12. The Annual Congregational Meeting Minutes should include:

a.  ______________________ Approval of changes in terms of call/s (G-7.0302)


b.  ______________________ Election of the Congregational Nominating Committee

c.  ______________________ Date, hour and place of meeting


d.  ______________________ Name of Moderator (G-7.0306)


e.  ______________________ Name of Clerk/secretary (G-7.0307)



f.   ______________________ Purpose of meetings stated (G-7.0302b and G-7.0304)

g.  ______________________ Quorum declared present (G-7.0305)

h.  ______________________ Opened and closed with prayer (G-9.0301)


i.   ______________________ Signature of secretary on all congregational minutes 

    




 (G-7.0307)


j.   ______________________ Signature of moderator on congregational minutes                             

  




 (G-7.0307)


13. _____________________ The Session voted to call a Congregational meeting to elect an Officer Nominating Committee (G-14.0202b).  

14. _____________________ The minutes of the Congregational meeting(s) were approved (G-7.0307). [Note: Depending on the Bylaws of the congregations, the approval will be noted in the next meeting of the congregation or the session has authority to approve the minutes.]

15. ____________________ The Session voted to call a Congregational meeting to elect Church Officers. (G-14.0204).

16. ______________________ Record of the composition of the session including: racial ethnic members, women, men, age groups, and persons with disabilities and how this corresponds to the make-up of the congregation. (G-10.0301) [Note: this can be done once a year in coordination of the call of the congregational meeting to elect new officers.]



17. ______________________ Training and examination of new officers by Pastor and Session took place (G-14.0205). [A note when this took place as a report to the session shows the requirement has been satisfied.]

18. ______________________ Ordination and Installation of New Officers by Session took place (G-140206).

19. ______________________ Joint meeting with Deacons at least annually, if applicable (G-6.0405).

20. _______________________ Indicate how the annual review of minutes and actions of the deaconate, trustees, and all church groups (PW, MOC, Pre-School program, Christian Ed, Stewardship, etc.) takes place. (G-90407a). 

21. ____________________ Session approved annual budget  (G-10.0102i).

22. ____________________ Session elects Treasurer annually (G-10.0401). 

23. ____________________ Annual report of the full financial review of church finances (G.10-0401d). 

24. ____________________ Annual review of membership rolls (G-5.0502). ____________________ Record of each reception/transfer of members that include:

(1) Date of reception/transfer








(2) Method of reception/transfer 


(3) When received/transferred by letter, full name and address of other Church

25. Church register of marriages, baptisms, elders, deacons, and pastors is current.  

 __ Yes   __ No  (G-10.0302c) and noted in session minutes ___ Yes   ___ No.    

[Note: The minutes should note any additions/changes in all roles listed above. For example: A simple note in the minutes that “the new elders in class of ____ are….” Or “the session approved the baptism of _____.” Or pastor _____ preformed the marriage of _________.”]

26. ____________________ Approval of the Annual Statistical Report to be submitted to the General Assembly at the beginning of each year. 

27. _____________________ Authorization for observance of the Lord’s Supper             (W-2.4012a). 

Minutes of meetings during the year should include the following (if applicable):

28. _____________________ Communications from Presbytery, Synod, GA and Ecumenical Councils. 

29. _____________________ Treasurer’s report in condensed form made to Session at least quarterly.

30. _____________________ Authorization of baptisms (W-2.3011). 

31. _____________________ Election of and report from Commissioner(s) attending Presbytery meetings.

32. _____________________ Record Session action taking a candidate for ministry coming under care of the session.


33. _____________________ Triennial Visit by Committee on Ministry.  

34. _____________________ Proceeding of judicial cases, as required by Book of Discipline
.

Other meetings of the Congregation should include (if applicable):


35. _____________________ Call of a pastor or pastors (G-7.0304)

36. _____________________ Dissolution of a pastoral relationship (G-7.0304)


37. _____________________ Matters relating to property (G-7.0304)


The Clerk of Session brings the minutes and this completed form to the time and place scheduled.

Presbytery of Boise

Annual Review of the Session Minutes

Section I – to be completed by Reviewer:

The Minutes of the _______________________Presbyterian Church for calendar year 

_______ have been reviewed.

Name and Church of person reviewing the Minutes:


______________________________________ Name


______________________________________ Church

Section II – to be completed by Stated Clerk or Clerk’s Designator:

These records are approved:

_______ With Exception   The session has left out something major like the annual meeting or annual review of the finances or demonstrating that the session reviewed the work of the organizations of the congregation that do not directly report to session.

_______ With Minor Exception The Session has left out a small thing like not showing the process for training and examining new elders, or how the new members were received, or stating that there is a quorum.

_______ With No Exception    There are no major omissions. The session has covered the most important issues, which show the session cognizant of their responsibilities.

Stated Clerk/Clerk’s Designator:  ______________________________

Date _____________
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