Presbytery of Lake Michigan

ANNUAL CALENDAR OF NEEDED SESSION ACTIONS 

For Clerks of Session
NOTE FROM THE STATED CLERK:
This calendar is merely a suggestion from me to you that might help as you set agendas for Session meetings throughout the year.  Hopefully the items you need to capture in your corporate record of minutes are happening when needed.  Please use this only as a structure and make it flexible for your situation.  Hopefully, using this in tandem with the Checklist for Minutes and Registers will aid you in keeping track as you go along.  My goal is to make this process smooth for all of us.  

ANY MONTH OF OCCURANCE

1. Notation of serving of communion since previous Session meeting.  

2. Approval of future baptisms, recording that instructions were given.

3. Notation of baptisms since previous Session meeting.

4. Approval of instruction and examination of new members, names and how received, date of reception.

5. Approval of dismissals to other churches, including register number.

6. Notation of death of a member, with register number.

7. Notation of wedding involving church members, and all marriages conducted by the ministerial staff, and any marriages performed on church property.

8. Record of appointment or election of commissioners to Presbytery and receipt of commissioner reports.

JANUARY

1. Approval in January of congregation’s annual statistical report.  (For immediate filing online, with copy of Clerk’s questionnaire to Presbytery Stated Clerk.)
2. Annual statement of composition of the Session and how it corresponds to composition of the congregation. 
3. Approval of time and place for future communion services, to be done at least quarterly. 
4. Notation of election of Session officers, including treasurer, who may be an appointed member, but is under supervision of Session.
5. Record of training and examination of new elders and deacons by the Session.

FEBRUARY

1. Notation that the Annual Statistical Report has been forwarded to the OGA.
2. Annual Congregational Meeting and special meetings of the congregation recorded with Session minutes.

3. Annual review of Sexual Misconduct Policy and Child Protection Policies that are in force or need to be implemented.

MARCH

APRIL

MAY

1. A financial review should be done or underway.  A notation for recording the outcomes and who performed the review is needed.
2. Note the annual reviews of all boards, including funds dispersed.

3. Report of annual review of Deacon’s minutes.

4. Report of the annual meeting of the deacons and session.

JUNE

JULY

AUGUST

SEPTEMBER
1. Notation of annual review of property and liability insurance coverage, adequate to protect facilities, programs and officers of the church, done prior to budget preparation.  Indicate if all those handling cash/checks are bonded.
NOVEMBER

1. Notation and appropriate actions of the yearly review of the membership in regards to all rolls.  This will impact the annual statistical report and per capita assessment.

2. Record of a periodic report from the treasurer annually if not more often.

DECEMBER

1. Record of an annual budget adopted by the Session, including distribution of church benevolences.

2. Record that terms of call for all pastors have been reviewed with them prior to adoption of the annual budget and that any change of call has been approved at a congregational meeting.
BE SURE:

The Clerk of Session signs each set of minutes, EVERY MONTH, and a hard copy is maintained in the church office.  The Pastor/Moderator of Session also signs minutes of all congregational meetings.
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