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The purpose of the review of records is not to find fault but to determine if proceedings have been correctly recorded, whether they have been regular and according to the constitution and have promoted the mission and welfare of the church of Jesus Christ.  The report may include commendations and suggestions.  Exceptions are taken only if a significant error or omission requires correction.


Note especially the following instructions from the Book of Order (D 3.0300):


In reviewing the proceedings of a lower governing body, the higher governing body shall determine, either from the records of those proceedings or from any other information as may come to their attention:


a.
The proceedings have been correctly recorded;


b.
The proceedings have been regular and in accordance with the constitution;


c.
The proceedings have been prudent and equitable;


d.
The proceedings have faithful to the mission of the whole church;


e.
The lawful injunctions of a higher governing body have been obeyed.
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KEY
Book of Order references are in the left margin

COMMENDATIONS: Procedures/activities which show particularly positive value.

NOTES AND COMMENTS: Procedures/activities which are irregular but which do not require immediate remedial action.

FORMAL EXCEPTIONS: Procedures/activities which are contrary to the Book of Order and require remedial action.

REFERRALS: Matters which, subsequent to consultation with the Clerk of Session, are considered important enough to be further addressed by another appropriate committee(s) of Presbytery.

* Means a new rule or procedure and should be duly noted by the clerk.
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The polity of the congregation should be in accordance with the constitution of the Presbyterian Church USA.

G 10.0301
1. Were the date, time, and place of each meeting recorded?


Y  N

G. 9.0301
2. Were the meetings opened and closed with prayer?



Y  N

G 10.0202
3. Was the roll taken and a quorum present (Stated)?



Y  N

G. 5.0502
4. Was there a review of the church rolls and updating 

G.10.0102r
of the same?








Y  N

D 3.0300
5. Were issues and actions clearly defined and recorded?


Y  N

D 3.0300
6. Does the record contain only that which is vital to the record?

Y  N



(Discussion, motions, and plans of action that were not adopted need not be recorded unless important for future reference or are ordered to be included by session.)

G. 10.0102c
7. Were the sacraments properly authorized, observed, and relevant

G. 10.0302c
data recorded?




a. Baptism?


Y  N









b. Lord's Supper?

Y  N

S 3.0400a
8. Were participants in the sacrament of baptism adequately



counseled?








Y  N

G. 10.0102k
9. Were the officers properly 


a. elected?


Y  N

G. 14.000






b. ordained?


Y  N









c. installed?


Y  N

G 10.0301
10. Was there record of the annual congregational meeting



and were they approved?






Y  N

G 7.0305
11. A quorum present?







Y  N


   COMMENDATIONS, NOTES, COMMENTS AND FORMAL EXCEPTIONS
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The proceedings of the session and the church should be properly conducted and recorded.

Robts Rules
1. Were the previous meeting(s) minutes approved?



Y  N

G. 10.0102j
2. Was there orientation or training for officers?



Y  N

G 10.302a
3. Were members properly received and dismissed?



Y  N

G 10.0102l
4. Did the session review the proceedings of all congregational



committees, organizations and boards during the year?


Y  N

G 6.0405
5. Did the session meet jointly with the Deaconate?



Y  N

G 7.0307
6. Did the clerk or moderator sign the record?




Y  N

Robts Rules
7. Were there no gaps in the record (Blank 1/5 page)?



Y  N

Robts Rules
8. Were the pages numbered consecutively?




Y  N

G 10.0301
9. Was there a report of the previous Presbytery review and



remedial action taken by session on any exceptions?



Y  N



Was the stamp of the previous review included?



Y  N

G 10.0301
*10. Was the composition (age, gender, race) of the session



stated and compared with that of the congregation?



Y  N
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The session is aware of the financial situation of the church and should operate in a fiscally sound manner.

G. 10.0401
1. Is the financial situation of the church reported regularly



to the session?








Y  N

G. 10.0401c
2. Is a comprehensive financial statement presented periodically



to the session?








Y  N

G. 10.0401b
3. Is there included in the record a clearly understandable end



of the fiscal year statement of all church accounts?



Y  N

G. 10.0102h
4. Is there a clearly understandable annual budget of income



and expenditures?







Y  N



a) Percentage of income derived from member pledges 


       %



b) Percentage of income from rental/lease agreements



       %



c) Is the budget balanced?






Y  N




Percent out of balance






       %

G. 10.0102o
d) Percentage given to general mission





       %



*e) Percentage of mission money given to non-Presbyterian causes

       %

G. 10.0401
5. Any signs of financial problems?





Y  N

G. 10.0102g
a) Unpaid bills








Y  N



b) Late salary payments or pension payments




Y  N



c) Need for special appeals to meet budget




Y  N



d) Escalating deficits







Y  N

G. 10.0102n
6. Is insurance coverage adequate and reviewed?



Y  N

G. 8.0502n
7. Were leases reviewed by the session?




Y  N

G. 10.0102n
Were leases reviewed by presbytery?





Y  N

State Law
*8. Was there an annual filing of tax and welfare exemptions?

Y  N
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G. 10.0102g
9. Was there an intentional year round stewardship program?


Y  N

G. 10.0401d
10. Was there a comprehensive review of the financial records



and a formal audit of the books?





Y  N
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The working relationship between the pastor(s), staff, and the session is healthy and understood by all parties.

G 10.0102m
1. Are there job descriptions for all church staff?



Y  N

G 10.0102m
2. Were the job descriptions reviewed and updated during



the year?








Y  N

G 10.0102m
3. Was there a performance review for all church staff during



the year?








Y  N

By Laws
4. Was there a salary review for all church staff during the year?

Y  N

By Laws
5. Does the church have a Personnel Committee?



Y  N

Appendix A
6. Does the church have any candidates under care?



Y  N



a. Were proper procedures followed in their care?



Y  N

G 10.0102
7. Was pastoral study leave approved?





Y  N

G 10.0102
8. Was any staff vacation approved by the session?



Y  N

G 11.0502i
9. Are there any signs of serious conflict among staff, session,



and/or congregation?







Y  N
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The responsibility of the session as one of the governing bodies of the Presbyterian Church should be understood and fulfilled.

G 10.0102
1. Were commissioners to Presbytery properly elected?


Y  N

G 10.0102o1 2. Did the commissioners to Presbytery report to the session



regularly?








Y  N

G 10.0102o4 3. Was correspondence from higher governing bodies 



communicated to the session?






Y  N

G 10.0102
4. Was there any recognition of General Assembly, Synod, or



Presbytery priorities, mandate, or directives in the program



of the church?








Y  N



a. Peacemaking







Y  N



b. One Great Hour of Sharing






Y  N



c. Christmas Offering







Y  N



d. Presbytery's Deacons Fund






Y  N



e. Per Capita Assessment






Y  N
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