Church Meeting Minutes
	Church
	

	Body meeting (board / council / elders / deacons / congregation)
	

	Date
	

	Time
	

	Location
	

	Moderator or chair
	

	Minutes taken by (clerk or secretary)
	

	Members present
	

	Members absent
	

	Pastor and staff present
	

	Quorum present (yes / no)
	



1. Opening prayer and call to order
[Who opened in prayer and the time the chair called the meeting to order.]

2. Attendance and quorum
[Confirm a quorum under the constitution or bylaws before any vote.]

3. Approval of previous minutes
[Date of the minutes approved and any corrections.]
Motion:
Moved by:
Seconded by:
Vote:

4. Pastor's report
[Worship, pastoral care, visits and upcoming services. Record that the report was received, not the pastoral detail.]

5. Treasurer's report
[Giving against budget, bills paid, balances. Attach the statement rather than copying it.]
Tithes and offerings this period:
Expenses this period:
General fund balance:
Designated funds:
Report received / approved:

6. Benevolence and outreach
[Totals given from the benevolence fund and any outreach decisions. Do not name recipients of assistance.]

7. Membership
[New members received, transfers, removals and deaths, as the church records them.]
Received:
Transferred out:
Removed or inactive:
Deaths:

8. Ministry and committee reports
[Children's, youth, music, missions, building. One or two lines each, plus any decision arising.]

9. Facilities and property
[Repairs, quotes, insurance, use of the building by outside groups.]

10. Old and new business
[One block per item. Record the motion as worded and the vote.]
Item:
Summary:
Motion:
Moved by:
Seconded by:
Vote:
Outcome:

11. Next meeting, closing prayer and adjournment
[Date of the next meeting, who closed in prayer and the time.]
Next meeting:
Closed in prayer by:
Time adjourned:

Approval
Minutes submitted by:
Minutes approved on:
Clerk's signature:

Motions
	No.
	Motion
	Moved / seconded
	Vote
	Outcome

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Action items
	No.
	Action
	Owner
	Due
	Status
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