
CHECKLIST FOR ANNUAL CHURCH CONFERENCES
HELPFUL PHYSICAL ARRANGEMENTS:


WRITTEN COPIES FOR THOSE PRESENT:


WRITTEN COPIES FOR PRESIDING ELDER:


**  Remember that church organization is described in ¶243-245 (page 157-158) in the 2008 Book of Discipline. A few details to note –


Committee on Lay Leadership (CLL)
· Must be full members

· Up to nine persons in addition to the Pastor and Lay Leaders (at least one young adult < 30 yrs. of age)


Committee on Staff Parish Relations (SPRC)

· Retiring members may serve up to two terms (six years) only
· Must be full or associate members

· Not open to paid staff members or their immediate family

· Five to nine members (at least one should be a young adult (less than 30 yrs. of age) 



Board of Trustees (BOT)

· Three to nine members (at least 1/3 female and 1/3 male)

· Must be more than 21 years of age
· 2/3 must be church members
· Chair must be a church member – elected by and from the committee
2011 ANNUAL CHURCH CONFERENCE NOTES
Church conferences are done in a variety of ways across our Annual Conference. Please note that these are the required actions for a church conference and require a vote. The agenda for your church conference can be developed in any way that you see fit, as long as these basics are included:

· Membership Report

· Pastoral Compensation, Benefits & Reimbursements Report for 2012 (including approval of the Accountable Reimbursements Policy)

· Election of Officers 

· If needed:

· Candidates for Ordained Ministry: Recommendation and/or Renewal

· Lay Speakers(s): Initial Recommendation and/or Renewal (report required)

· Report of Volunteers in Mission and other mission trips
DETAILS CONCERNING FORMS AND REPORTS
*Available online at cnumc.org, under “Quick Links” in the upper right quadrant of the Home Page (click on “Charge Conference Forms.”)

*MEMBERSHIP REPORT: Must be in written form with copies for everyone. The report period is from your last church conference to present church conference. Recommendations for removal by church conference action ¶ 228 of the 2008 Book of Discipline requires a separate vote. 

*PASTOR’S COMPENSATION, BENEFITS & REIMBURSEMENTS REPORT 2012: Be sure to send the Districts Center a copy of this form at least two weeks prior to your ACC. This helps avoid any last-minute problems at the time of the meeting. Failure to do so jeopardizes voting on the compensation at the conference. The report must be approved by the District Superintendent. This must be in written form, with copies for everyone, and is presented by the Chair of the SPRC or the Chair of the Church Council. Any modification after DS approval requires a Special Charge Conference presided by an Elder. 

ELECTION OF OFFICERS: A printed “Report of the Lay Leadership Committee” should be available for everyone present, listing all officers, not just the ones to be voted upon. All officers should be elected at this Church Conference.   


In reference to Trustees, note that they elect their own chair. This is the only committee with the right to do so. The Board of Trustees is expected to be comprised of at least 1/3 women, as recommended by the 2008 Book of Discipline, ¶2512.1. Unless a written ballot is taken, the motion electing the trustees must be done in these words in order to comply with the laws of the States of California and Nevada (and approved in a separate motion):

“I move that the secretary cast a ballot favoring the nominees for the Board of Trustees

 and that the secretary note in the minutes that the nominees were elected by ballot.”

Please have a written copy of this motion for the Recording Secretary.
In reference to the Committee on Lay Leadership: There may be nine members maximum, in addition to the pastor and Lay Leader; the committee should include one young adult and one high school youth. The Committee on Lay Leadership may nominate its successors. Nominations may come from the floor of the church conference. You are encouraged to plan ahead. Ask persons before the meeting if they would be willing to serve. This will save time and awkward silences. The pastor chairs the Committee on Lay Leadership.
In reference to Lay Members to Annual Conference: Paragraph 32 of the 2008 Book of Discipline states: 
“…. Such persons must be professing members of The United Methodist Church and active participants at the time of election. Each charge served by more than one clergy shall be entitled to as many lay members as there are clergy members. The lay members shall have been for the two years next preceding their election members of The United Methodist Church and shall have been active participants in The United Methodist Church for at least four years next preceding their election.”

IF NEEDED:

*CANDIDATES FOR ORDAINED MINISTRY: Recommendation and/or Renewal 


SPRC Chair usually makes the motion and reports appropriately. The Discipline spells out procedures for those seeking to be candidates. Renewal of candidacy is also required annually. If you are recommending a candidate for the first time, we ask for advance notification so that we can be sure all necessary requirements have been met (see ¶311.e of the 2008 Book of Discipline). Please remember that church conference approval of Candidates for Ministry now follows their work with a guide or mentor.

*LAY SPEAKERS: Initial Recommendation and/or Renewal

New lay speakers need to be recommended and continuing lay speakers need to be recommended. Each lay speaker needs a “Lay Speaker’s Annual Report and Request” form. Please ask the lay speakers to be present at the meeting so that they may be introduced. The form should be completed, and returned to the Districts Administration Center via the postal service or email.   
*VOLUNTEER IN MISSION TEAMS REPORT: Use this form to report Volunteers in Mission and other mission trips your church has participated in or sponsored in the past year. 
*CAMPUS MINISTRY STUDENT INFORMATION SURVEY: List contact information for college students from your church.   

MATERIAL FOR DISTRICTS ADMINISTRATION CENTER (Hand-out optional for conference) 

Current Financial Report (latest monthly or quarterly treasurer’s report)

*2010 Financial Audit: You may submit the official audit from the Conference website or use a form as provided by your auditor. A copy should be retained in the church file. Please remember that you must have your books audited each year by someone other than the person who keeps your books. Please do not simply fill in the front side of the form and call it an audit. The form must be signed or we will have to return it to you to obtain the signature.
*(Annual) Report of Trustees: Use prescribed church form and include Trustee Facility Use Report.
*Church Leaders Contact List:   

Complete the Church Leaders List on the form provided or create your own form with contact information and return to Districts Administration Center via the postal service or email.    
Reports from retired ministers and ministers in other relationships: Retired Clergy; Clergy on Leave of Absence, Family Leave or Honorable Location; or Clergy Appointed to Extension Ministries are required by the Discipline to report to the Charge Conference in which they hold membership. The pastor is to inform those persons of the date of their ACC so they may submit their reports. 
NOTE:
Please see instructions on Conference website. 
ALL FORMS ARE AVAILABLE ON THE CONFERENCE WEBSITE:  www.cnumc.org/forms (under “Charge Conference”)
ALL FORMS MAY BE SUBMITTED VIA POSTAL SERVICE (Please provide us with one original and one copy) or EMAILED to DistrictCenter@calnevumc.org.      
Each congregation makes arrangements for a Recording Secretary


Microphone, if necessary


3 x 5 cards or paper for ballot vote, if necessary                                     


Name tags (provided by host church)


A table for the Presiding Elder and Recording Secretary








Agenda


Membership report, including names of persons to be recommended for removal by Charge Conference Action


Year 2012 pastoral compensation form(s) and Accountable Reimbursement Policy


Report of Committee on Lay Leadership (List all church officers, not just the ones being voted)  


**See note below


Recommendations for Ministerial Candidacy and Lay Speakers


Volunteers in Mission Report


Campus Ministry Survey








Original compensation form(s), signed by appropriate persons (Copy must be submitted to the Districts Center two weeks prior to the conference and approved by the District Superintendent. Be sure this is the 2012 version (see top left of comp form)


2010 Fund Balance Report


2011 Annual Report of the Trustees and Trustee Church Use Report 


Original and one copy of Lay Speaker Application and Report  


(Lay Speakers will not be certified if the report is not provided at the meeting)


2011 Recommendations for Ministerial Candidacy and Lay Speakers


Current financial report (most recent month or quarter)


Written reports from retired pastors and other clergy relating to your church


Your current church directory (if available)























Original and one copy of lay speaker report form(s).  Each lay speaker will have received a form from the District Lay Speaking Committee.  The superintendent will sign the original and mail it to our District Lay Speaking Director.  The copy is for superintendent’s file.  Lay Speakers will not be Certified if the written report is not provided at the meeting.








Current financial report





2010 Budget, if ready





Written reports from retired pastors and other clergy relating to your church





Your current church directory








Please mail the minutes of your ACC to the Districts Administration Center within two weeks of the 


church conference: Districts Administration Center, P.O. Box 980250, West Sacramento, CA 95798-0250


 – or via email: DistrictCenter@calnevumc.org.
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