Checklist for Readers
Review of Sessional Records (Minutes and Register)

For __________________________ Presbyterian Church of _____________________________

Please Circle the Appropriate response.  NA = Not Applicable

1. Was the chart giving information on session meetings completed or explanatory notes attached?
Yes / No
2. Was the chart giving information on congregational meetings completed or explanatory notes attached?
Yes / No
3.a. Was the clerk elected for a term?
Yes / No
3.b. Was the treasurer elected for a one-year term?
Yes / No
3.c. Were the dates for the Sacrament of the Lord’s Supper approved?
Yes / No
(At least once during each quarter)
3.d. Was the annual budget approved by the session?
Yes / No
3.e. Were the financial reports reviewed?
Yes / No
3.f. Was an audit performed, and a copy of the audit report included in the session’s records?

Yes / No
3.i. Was insurance coverage reviewed and reported, and a copy of the certificate of insurance included in the session’s records?
Yes / No

Property Yes / No – Liability Yes / No – Flood Yes / No / NA
3.j. Were the salaries of nonpastoral employees reviewed?
Yes / No / NA
3.k. Was the register (if separate from the minutes book) reviewed?
Yes / No
3.l. Was the annual General Assembly Statistical Report approved and summary included in the session’s records?
Yes / No
4. Were the officers-elect ordained/installed during a concurrent worship service and session meeting, and are the minutes included in the session’s records?
Yes / No
5.a. Were the officers-elect instructed by the session, and was this reported?
Yes / No
5.b. Were the officers-elect examined by the session, and was this reported?
Yes / No
5.c. Was the date for the concurrent worship service/session meeting, to ordain/install officers, approved by the session?
Yes / No
6. (For churches exempt from rotation), Was the exemption approved by the presbytery and noted in the session’s records?
Yes / No / NA
7.a. Was a congregational nominating committee elected?
Yes / No
7.b. Were the pastor’s terms of call reviewed by the session and approved by the congregation?

Yes / No
7.c. Were the names of the officers given?
Yes / No
Were the classes of the officers given?
Yes / No / NA
8. (For churches with diaconates (or who commissioned individual deacons))

8.a. Was there a joint meeting of the session and diaconate?
Yes / No / NA
8.b. Were the minutes of the board of deacons received by the session?
Yes / No / NA
8.c. Was there a commissioning service of a deacon or deacons?
Yes / No / NA
8.d. Was there an annual review of the commissioned deacon(s)?
Yes / No / NA
Reviewed by:  ___________________________________  Date: ______________________

