CHECKLIST FOR SESSIONAL MINUTES

_______ Name and location of church

_______ Date, time and place of meeting

_______ Date minutes submitted

_______ Indicate if meeting is called, stated, adjourned or joint and include purpose of meeting                   
   if other than stated

_______ Indicate if a quorum was present

_______ Name of presiding Moderator and authority to moderate

_______ Names of Elders present and also those excused and absent

_______ Names of all others attending meeting

_______ Whether the meeting was opened and closed with prayer

_______ Account of all business transacted to include full account of all motions and business                      
   transacted (not required to name persons that seconded a motion)

_______ Approval at stated meetings of minutes of past meetings (regular or special) and date 
of 
   each

_______ Attestation and signature of the Clerk of Session on all Session Minutes

   
  (Signature of Clerk and Moderator on minutes of congregational meetings)

_______ Full names of members received into the church and how received

  
  (Reaffirmation of faith, restoration, letter of transfer, etc.)

_______ Names of members transferred and names of their children showing whether baptized                     
   and their birth dates for each person

_______ Details of births, adoptions, baptisms, confirmations, commissioning, deaths,                                  
   members suspended or placed on the inactive roll

_______ Marriages conducted by the ministerial staff of the church

_______ Date set for communion services and names of servers or approval of schedule of                           
   services.  It should record that the sacrament was actually administered.

_______ Date, time and place of the next meeting

_______ Disciplinary actions taken

_______ Full proceedings in judicial cases with names of members proposing motions on                             
  financial and judicial matters

_______ Record the triennial visit from Presbytery’s Committee on Ministry 

_______ Election of commissioners to Presbytery and their reports on attendance and                                    
  participation

_______ Record the nomination to Presbytery of elders who may be considered for election to                      
  Synod or General Assembly

_______ Whether minutes of higher courts have been examined and their lawful injunctions                         
  obeyed

_______ Indicate that the annual statistical report to Presbytery was reviewed by the Session,                       
   submitted to Presbytery and made available to the congregation

_______ Annual review of the roll of members was made and record actions taken

_______ Election, examination, ordination, and installation of Elders and Deacons

_______ Establishment of the annual budget

_______ Annual review of the adequacy of compensation for all staff and report to congregation 

_______ Calling of congregational meetings

_______ Indicate receipt of minutes from congregational meetings.  Include attestation by the                       
   Moderator and Secretary

_______ Record of joint meetings of the Session and Board of Deacons

_______ Annual summation in the Minutes of proceedings and actions of all committees, bodies                  
   and organizations of the church as reported to Session

_______ Annual election of the Clerk of Session and the Treasurer

_______ Annual statement of the composition of the Session (race and gender)

_______ Records shall be legible, neat, accurate and preferably typewritten

_______ Review of Diaconate’s records annually

_______ Record concurrence on invitations for guest preachers

_______ Approval of the annual audit of all books and records relating to finance

_______ Record the appointment of the Church Officer Nominating Committee

