SESSION MINUTES CHECKLIST
EVERY MEETING
*record baptisms



*record Communion

*reports from Commissioner

*ask for committee reports

*approve minutes/include dates
JANUARY MEETING
_____ Elect Treasurer

_____ Elect Commissioner to Presbytery

_____ Elect Clerk for one year

_____ Present Annual Statistical Report for approval

_____ Present statement of composition of Session

_____ Present Sexual Misconduct Statement and get signatures

_____ Worship Committee should submit dates for Communion for the year

_____ Deacons—set date for Joint meeting 

_____ Audit Committee should submit financial report

_____ Record new Elders, Deacons, and Trustees and their terms in                                       
              register
OCTOBER MEETING
_____ Form Nominating Committee 

_____ Inform Budget Committee of December meeting date

NOVEMBER MEETING

_____ Review reports of Pastor and staff performance evaluations
_____ Review property and liability insurance coverage

_____ Set date for Annual Congregation Meeting (note dates announced)
DECEMBER MEETING

_____ Adopt and approve budget

_____ Nominating Committee should submit slate of officers

_____ Appoint Financial Auditors

_____ Make sure all minutes are signed by moderator and clerk

_____ Make sure all baptisms are recorded in register

_____ Make sure all weddings are recorded in register

_____ Make sure all new members are recorded in register (in 2 places)

_____ Make sure all deaths are recorded in the register (in 3 places)

