REPRESENTATION & REVIEW (R & R)
CLERK’S ANNUAL REVIEW FORM

Church name: 						      Year _______       Diaconate: Yes______ No_______
Clerk of Session name: 					  	Email address: 					
This checklist is designed to assist you in fulfilling the church’s annual constitutional responsibilities.
INSTRUCTIONS CHECKLIST
1. [bookmark: _Hlk83205362]Place minutes in a notebook/binder with monthly dividers 	Yes______ No______
2. Assign each page of the minutes a page number 			Yes______ No______
3. Provide the page number in fields below or answer Yes or No
4. Contact Robin Morris (Foothills Presbytery) if you have questions.  Office # is 864.288.5774.
REQUIRED DOCUMENTS (RD) in addition to the Session Minutes:
1) Clerks Review Form: 		Yes______ No______
2) [bookmark: _Hlk82336648]Financial Review Affidavit: 	Yes______ No______ (Form provided by Foothills Presbytery)
3) Statistical Report: 		Page #____________
4) Adopted annual budget: 	Page #____________
5) Copy of membership roll: 	Yes______ No______	
6) Once read, should these minutes be returned to the church __________, or shredded__________?
SESSION
1) [bookmark: _Hlk83202739]Did the Session hold meetings at least quarterly? G-3.0203 	Page #’s_________________________________
2) Do Session minutes state the date, time, place, type (Stated or Called)? G3.0203 Page #’s_____________________
3) Was a quorum established and stated for each meeting? G-3.0203 Page #’s_________________________________
4) Is the Session Moderator named for each meeting? G-3.0201 	Page #’s_________________________________
5) Do Session minutes use full names in recording those present? 	Page #’s_________________________________
6) Does each meeting state the meeting was opened and closed in prayer? G-3.0105 Page #’s____________________
7) Were motions properly made (name recorded), seconded (name does not need to be recorded), voted upon, and recorded? 				          			Yes______ No______
8) Were each session meeting minutes approved and recorded, including revisions? Yes _______ No _______
9) Are all Session meetings minutes approved and signed by the Session Clerk?   Yes _______ No _______

SESSION RECORDS & RESPONSIBILITIES 
1) Did Session elect a Clerk and Treasurer along with stated length of term? 	Page #’s___________________________
2) Were all church officers properly elected, instructed, examined by Session and ordained/installed in the presence of the congregation? G-2.04021						Page #’s___________________________
3) Record page #’s when Session elected commissioners to Stated/Called Presbytery Meetings. G-3.0202a
[bookmark: _Hlk83203924]Winter: 			   Spring: 			    Fall: 				
Called: 			   Called: 			    Called: 			


4) Record page #’s where commissioners written or oral reports are in the minutes.
Winter: 			   Spring: 			    Fall: 				
Called: 			   Called: 			    Called: 			
5) Was the annual budget adopted by Session with a copy in the minutes? See RD #5 G-3.0205i Page #____________  
6) [bookmark: _Hlk83204871]Was a full financial review conducted by a public accountant, another PCUSA church of qualified members, or qualified accounting members? See RD #2 G-3.0113				Page #_____________________
7) Was the annual statistical report approved by the Session, submitted online and included in Session minutes? See RD #3 										Page #_____________________
8) Has Session developed, approved and implemented a Manual of Operations? G-3.0106 
         Yes _____ No _____  Date implemented ________________
9) Has Session adopted and implemented the following policies? (G-3.0106)
a. [bookmark: _Hlk163037210]Sexual Misconduct			Yes ____ No ____ Date implemented _______
b. Harassment*				Yes ____ No ____ Date implemented _______
c. Child, Youth, and Vulnerable Adult	Yes ____ No ____ Date implemented _______
d. Antiracism*				Yes ____ No ____ Date implemented _______
*Per change in the Book of Order July 2023.  

10) [bookmark: _Hlk89114760][bookmark: _Hlk83204779]Has the church leased any part of the church to an outside organization for the purpose of Worship? G-4.0206b 	Yes ____ No ____	
a. Per Book of Order G-4.0206b, did the Session receive approval from the Foothills Presbytery Coordinating Council for the lease? Date ________________
11) Do minutes state approval of the Sacrament of the Lord’s Supper dates, at least quarterly? Yes _____ No ______	

DIACONATE If the church has a Diaconate, please answer the following:
1) [bookmark: _Hlk83205143]Does the Diaconate meet at least quarterly? G-2.0202 	                                	Yes _____ No ______
2) [bookmark: _Hlk83208808]Were Diaconate records reviewed at least annually by the Session? 		Page #’s_____________  
3) Did the Session and Deacons have at least one joint meeting annually? 		Page #’s_____________ 
CONGREGATION 
1) Was at least one annual congregational meeting held? G.10501 		Page #________Date:			
2) Did the congregation approve any changes to the Terms of Call for the Pastor?  Page #________Date:		
3) Did the congregation elect a Nominating Committee? G-2.0401 	Page #’_____________ Date: ________________

CHURCH RECORDS
1) Does Session maintain a register of Baptisms, Elders, Deacons, Pastors? G-3.02046 Yes _____ No ______
2) Is a copy of the current church insurance declaration stating the company, policy dates and coverage available at the church? 	 Yes _______ No _______ Name of Insurance Co: ___________________________________
3) Are corporation minutes properly recorded and maintained? 				Yes ______ No _______
4) Are a second set of church/session records stored at an off-site location such as the Historical Society, Columbia Theological Seminary, or the Cloud? (This is strongly advised.) G-3.0107			Yes ______ No_______
5) [bookmark: _Hlk89114923]Has your church appointed a primary contact for Disaster Preparedness?         		 Yes ______ No ______
a. If yes, please provide name: ______________________ (should not be the Pastor)
6) Does your church have a cemetery?  _______ Columbarium? ____________  Mausoleum? ____________
What is the balance in your perpetual fund?  ________________________
7) Does your church offer a childcare program?  _______  Half day    _______  Full day _______
a. If yes, is the childcare program for profit?   ________
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