


Duties of Elders serving on Session


	Sunday Morning Responsibilities
1. Arrive at least or arrange for someone to be on site 30 minutes before church starts and Greet any visitors or Pulpit supply.  Determine if they need any final assistance for the service.
2. Greet at the door and distribute bulletins or designate someone for this task
3. Assist any persons that may need help on the elevator or appoint someone that can do so before and after the service.
4. Arrange for persons to collect the offering during the church service.
5. Elder in charge shall bring the offering plates down and offer to help count the offering with Financial Secretary after worship in office and sign the ledger list for I for Financial Secretary.  
6. If refreshments, breakfast, or snacks are served, make sure the trash is removed from the kitchen and fellowship hall and put into the outside trash bin so it does not draw pests or create odor.
7. Secure the building - Make sure doors are locked, turn off lights in hallways, rooms and sanctuary, close fire doors.  

	Communion Responsibilities
1. Prepare elements and bring them to the sanctuary – service ware is in kitchen cabinet
2. Help collect used single-serve cups from the sanctuary
3. Bring service ware to kitchen for clean-up
4. Wash and dry service ware and repack service ware in boxes and return to cabinet.  

	Committee Responsibilities
1. Prepare written reports for Session meetings and add to the session agenda of the next upcoming meeting. This reduces the time required at the meetings to report on committee activities
2. Attendance at Session meetings or notify the Session if you wish to be excused or will be late. 
3. Prepare the budget for your committee(s) in the fall (October)
4. Submit a written committee report to be included in the Annual Report to the congregation (January)
5. Attend regular worship and be available for informal conversation with members
6. Attend church events as you are able
7. Approve expenditures of the committee the Elder is responsible for

	Other duties – Outgoing Elders on Session
1. Representative from each class of Session to the Endowment Committee
2. In the third year of term, serve on the Nominating Committee along with others elected by the congregation at the congregational meeting. One of the outgoing Session members will be chairman and responsible for reporting activities of this committee,  
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