
Help Sheet for Session Minute Review 
 
Matters relating to Section I of the Session Minute Review form: 

1. The rolls include the following information:  active membership, baptized children, marriages that 
have taken place at the church or by the pastor (where if not in church), deaths, pastoral changes, 
ordination of elders and deacons.  The maintenance of an inactive roll is no longer required, but 
you may have one if you wish.  Much of this information helps in compiling the Annual Statistical 
Report each January/February.  Due to the computer age, we are recommending that a copy of the 
present rolls, list of baptisms, deaths, marriages and births be copied and placed at the end of the 
year’s minutes.  This will greatly help in locating that information when someone ten years from 
now is looking…many churches no longer use the large black books, therefore cross referencing 
to find information is becoming much more difficult. 

 
2. The Book of Order requires that pastor’s terms of call be reviewed and approved each year even if 

there is no change.  The pastor directly benefits from this for IRS purposes:  any pastor’s housing 
allowance must be approved by the governing body for the pastor to legally declare this on their 
tax return. 
 

7. It is for the treasurer’s protection that the session ELECTS this person to deal with the church’s 
money.  Sessions may now determine the length of term of said election.  This should be reflected 
in the minutes.  The treasurer does not need to be an elder or member of the session 

 
8. Sessions need to elect the clerk.  Sessions may now determine the length of term of said election.  

This should be reflected in the minutes.  The clerk must be an elder but does not need to be a 
present ruling elder.  If this is the case, the clerk has no vote. 

 
9. It is recommended that every church have an outside audit at least once every three years.  In the 

interim time or for small churches, the Book of Order accepts a “full financial review.”  (Book of 
Order G-3.0113)  A financial review consists of looking at the books by people who are NOT 
related to the treasurer.  These folks could be a finance committee, an ad hoc group of folks from 
the congregation who are versed in accounting procedures.  Please indicate in the minutes that the 
review has occurred. 

 
Matters relating to Section II: 
 

3. Many churches take for granted that the reader of minutes knows the name of the moderator!  It is 
important to state the person’s name…sometimes you may have a guest moderator if your 
moderator is ill, or if the church is in transition with pastoral leadership, it is even more important 
to have the name clearly stated. 

 
4. Quorums are now decided by the congregation in your by-laws.  We recommend staying with the 

previous quorum of 50%.  You may set a lower number to receive new members.  Whatever has 
been decided, please state in the beginning of the year of the minutes to insure that all 
business was transacted with a quorum.  On the form, last pg. you may indicate this 
percentage. 

 
5. It is very important to list the names of folks who are absent and excused especially if there is any 

question regarding business that was approved.  
 

Matters relating to Section III: 
 

1. Many churches authorized the celebration of communion once in their minutes…for example, the 
first Sunday of each month.  Each church may choose what way they choose to record this…once 
in the minutes or when each occurrence is authorized. 

 



4. The New Form of Government requires that the congregation be given a full accounting once a 
year.  Previously, this was quarterly.  We highly recommend for transparency reasons, that you do 
a full financial report quarterly. 

5. This item only applies if you have a person in your congregation who has formally entered into the 
process to study for the ministry by becoming an Inquirer and later a Candidate for the ministry. 

 
Section V: 
 
Every church in the PCUSA is supposed to be incorporated, therefore an annual meeting of the corporation 
should be held once a year.  In the state of Georgia, the meeting of the Corporation can take place 
simultaneously with the church’s annual meeting.   You may go to the web site of the Secretary of State to 
find your incorporation paperwork.  . 
 
 
 
This form is on loan from The Presbytery of Greater Atlanta 


