
Minutes of the Session of

[Name of Church]

[Date of Meeting]

I.  Opening

     A.
Call meeting to order with reading of the Word and prayer

The [Month-Year] stated meeting [or A called meeting] of the Session of [Name of Church] was called to order  on [Date], at [Time] at [location] by Pastor [Name of Pastor]. [Name of man who opened with prayer] opened the meeting with prayer.

MOO:  “The minutes are to show that the meeting opened and closed with prayer (BCO 12-9).
Members Present:  [Names of TE’s and RE’s present].

Members Absent:  [Names of TE’s and RE’s absent, with notation of excused or unexcused].


Observers:  [if any].

     B.
Approval of the docket – It was M/S/O to approve the docket proposed by the Moderator[, as amended].

     C.
Communications – [Business relating to any communications].

     D.
Approval of minutes – It was M/S/C to approve the minutes of the [stated/called] Session meeting of [Date] as [read/amended].


MOO:  “The minutes of each meeting should be approved at that meeting or at the following meeting.  This should be done by way of a motion.”
II.
Next Item of Docket

1.
Session minutes should record:

a.
Date of celebration of the Lord’s Supper.

b.
Record of baptisms.

c.
Manner of reception of members (by profession of faith, reaffirmation of faith, transfer of letter, etc.) and of dismissal of members (by transfer, etc.).  If a member is dropped from the rolls, the clerk must state the reason and refer to the appropriate article in the BCO (BCO 12-5a).

2.
Actions should be put in the form of a motion, with a second and notation of whether the motion passed or failed.

3.
Pages should be numbered consecutively, with no blank pages between meetings and no records left unattached.

4.
Joint meetings of the session and the diaconate should be recorded, keeping in mind that no joint actions can be taken (BCO 9-4) and that notations should be made when the Session approves the minutes of the diaconate (BCO 9-4; 12-5).

5.
The minutes should include the names of delegates to Presbytery or General Assembly as well as the report they make to the session after Presbytery or General Assembly (BCO 12-5f).

III.
Closing – It was M/S/C to adjourn.  [Name of man who closed with prayer] closed the meeting with prayer and the meeting was adjourned at [time].

Respectfully submitted,

______________________________

_____________________________

Clerk of Session (each set of Session

Moderator of Session (if desired for Session

Minutes must be signed by the Clerk)

meetings, required for congregational








meetings)

Include any attachments.

Notes:

Each action should be put in the form of a motion, with a second and notation of whether the motion passed or failed.  In no circumstance should the clerk write his personal opinion in the minutes, but notes may be made for historical purposes.  See MO Appendix B, 9.

In the meetings of ordinary societies, there is no object in reporting the debates; the duty of the secretary, in such cases, is mainly to record what is "done" by the assembly, and not what is said by the members.  See Robert’s Rules of Order, Newly Revised, 10th Edition.

Minutes for the year should be kept in a bound volume and submitted to Presbytery for review.  They should include a copy of the annual budget approved by the Session and the annual statistical report.  See BCO 12-5 and MO Appendix B, 4.

