
LOCAL CHURCH ANNUAL MEETING CHECKLIST 
 

Church Name:  _________________________________________________________________ 

Date of Meeting: ______________________________________________________________ 

Pastor (Presiding Office): ___________________________________________________________ 

Church Board Secretary: ____________________________________________________ 

Pre-Meeting Checklist 
 Set Date & Time of Meeting (see Manual 113.7) 

 Must be set within 90 days of district assembly 

 Public Notice at least two Sundays before the meeting takes place. You can have the meeting in 

     the evening of the second Sunday 

 Meeting may be conducted on more than one day or in more than one service per board approval 

 Select Nominating Committee (see Manual 113.10) 

This nominating committee is for Local Church elections which are not otherwise provided for in the 
Manual. 

Nominations should take place in plenty of time to ensure that all nominees are eligible for election 
based on the manual provisions (Paragraphs 39, and also 113.11, 113.12, 113.13, 113.14). 

Nominations “from the floor” may be permitted by Robert’s Rules of Order, even if a nominating 
committee was seated to handle and verify nominee eligibility. However, Nominees from the floor must 
be verified for eligibility by the original nominating committee. Doing such will necessarily interrupt the 
meeting, while the nominating committee works to verify eligibility. (see 113.10, 11) 

Absentee ballots are not permitted for Annual Meetings or Special Church Meetings. Voting members 
must be present at the time of the meeting. 

 Prepare Ballots / Publicize Ballot At Least One Week Before Meeting 

 Pastor and Church Board Should Prepare an Agenda For The Meeting 

 The Following Officers Should Prepare and Present Reports at The Annual Meeting: Pastor, NMI 
President, NYI President, SDMI Chairperson, Church Treasurer and any other officers as the Church Board 
and/ or Pastor may deem as necessary. (Manual 113.10) 

 Nominations/ Elections of District Assembly Lay Delegates 

Since the format of Florida District Advance was adopted, to replace district assembly, District NMI 
Convention, and District SDMI Convention, lay delegates represent all three organizations. 

 
Additional information 
 
Following are some important clarifications and suggestions as you prepare for your annual meeting and 
end of year responsibilities. A full description of the protocol for the Local Church Meeting can be found in 
Manual Paragraphs 113 and following. I recommend you review this Manual information as you prepare for 
your annual meeting, elections, etc. An online copy of the 2017-2021 Manual can be found by going here. 
 
A few highlights for your attention: 

1. An annual church meeting shall be held within 90 days prior to the district assembly. This year's district 
assembly (District Advance on the Florida District) will be April 27-28, 2018. 

2. Only the persons who are full and active members and have reached their 15th birthday are entitled to 
vote in church meetings, or represent the church as a delegate to the district assembly (District 
Advance). 

3. The pastor, who is ex-officio president of the local church, shall preside at annual or special called 
church meetings. 

4. The Nominating Committee shall consist of not fewer than three nor more than seven members of the 
church, including the pastor. 

 



Annual Meeting Information – page 2 
 
It is strongly recommended that husband, wife and extended family do not serve on the church board 
simultaneously. This often slows growth and prevents others from serving. Members of the nominating 
committee should not nominate members of the same family, immediate or extended. If such family groups are 
serving extended terms, I recommend that members from the same family be encouraged to decide among 
themselves who will serve in the coming term and vacate their position. Every effort should be made to 
nominate church board members from a cross-section of the congregation, providing for the broadest 
representation possible. 
 

HELPING PASTORS WITH THEIR ANNUAL CHURCH MEETING 
From the General Secretary’s Office 

Absentee Voting 
RROO 423-424 

The prohibition for this is not just in the Manual; it is Robert’s
Rules of Order Newly Revised. If someone votes by the 
absentee ballot, but then there is discussion on an issue in the
actual meeting, the person who has voted by the absentee
method will not have been informed about this information
before he or she voted. 

Ballot Approval 
RROO 434 (lines 10-21) 

The ballot for an annual meeting should be presented to the 
voting body in advance of the elections. If desired, the ballot 
could be presented in a church meeting on one Sunday, and 
then the voting could begin the following Sunday. 

Nominating Committee 
NOTE: Church of the Nazarene by-
laws override RROO by making the 
pastor the chair of the nominating 
committee. (Manual 113.10) 

This is the method for determining what names are placed on 
the ballot for the annual meeting. A pastor should not simply 
provide the names for the ballot without the coordination/
consultation with members of this committee. (113.10) 

Ballot Presentation 
RROO 441 (lines 11-24) 

Church members may not be instructed to vote “yes” or “no” for 
reelection of the entire church board on a list as one complete 
group. The church members must have the option of voting “yes” 
or “no” for each person nominated for a board member position. 
In the event that a local church is in pastoral transition, Manual
127.1 may be followed. 

Polling Place 

It is permissible to have a polling place designated in a separate 
area. With this allowance, attention should be given to ensure 
that each church member only votes one time during an official 
election period. 

 


