GUIDELINES FOR EXAMINATION OF SESSIONAL RECORDS

The following Guidelines are established under the authority of BCO.

BCO 12‑7. "Every Session shall keep an accurate record of its proceedings, which record shall be submitted at least once in every year to the inspection of the Presbytery." These Guidelines are designed to assist Clerks in maintaining "accurate" records.
1.
The name of the Church must be affixed to the Minutes.

2.
The minutes are to be typed.

3.
The pages must be numbered consecutively.

4.
There may be no blank spaces (Initial any blanks).

5.
Each item of business should be in a separate paragraph. (Recommended)

6.
Each paragraph should be given a heading and its content identified. (Recommended)

7.
The record for each meeting must indicate: Complete date, time, and place; type of meeting (Regular or Pro‑re‑nata), name of moderator, elders present and elders absent.

8.
Each record must show that meetings are opened and closed with prayer.

9.
All minutes must be read and approved in a subsequent regular meeting. Such approval must show the dates of the minutes approved.

10.
There may be no loose sheets among the minutes. Any insertions are to be permanently affixed and numbered in order.

11.
There may be no erasures, interlineations or footnotes to minutes. All corrections must be noted at a subsequent meeting of the session.

12.
Minutes of each meeting must be signed by the Clerk and/or the Moderator of Session.

13.
Any Judicial Actions must be carefully recorded in strict accord with the Book of Church Order. In addition, reference shall be made to the Book of Church Order for each action taken.

14.
The Annual Statistical Report must be made a permanent part of the minutes. This may be copied into the minutes or inserted permanently.

15.
All minutes of the Congregation/Corporation meeting shall be fully and chronologically incorporated into the minutes.

16.
There may be no actions taken contrary to the Book of Church Order or the Scriptures.

17.
There must be a record of the election of commissioners to Presbytery and to General Assembly with proper authorization by session.

PROCEDURES FOR EXAMINATION OF SESSIONAL RECORDS

All sessional records will be examined by the Committee annually and reported to the Presbytery. Clerks of Sessions are to photocopy all minutes from January through December and mail or hand deliver such photocopy to the Committee no later than the February Meeting of Presbytery. That photocopy shall be accompanied by a letter of authorization signed by the Clerk or Moderator certifying the accuracy of the photocopy.

The Minutes Committee will examine the minutes and record any Notations and/or Exceptions. Exceptions are where actions were taken that were not in agreement with the Scripture or the BCO. Exceptions to the minutes are to be responded to by the Sessions by the next regular meeting of Presbytery. Notations are minor infractions and the Session does not need to formally reply to them.

PERMANENTLY AFFIX THIS SHEET TO THE FLYLEAF OF SESSIONAL RECORDS
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