
Northern Illinois Synod 
Constitution Review Committee 

Guidelines for Congregation Officers 

 

The Model Constitution for Congregations, in C11.01.a., says that the duties of the officers shall be 

specified in the bylaws. The actual duties may vary from congregation to congregation. The following 

information should help you think through what to write and include in your congregation’s bylaws in 

addition to thinking about who makes up the Executive Committee and how these officers get 

elected/appointed, how long they will serve, how many consecutive terms of office they can serve, etc.  

 Congregation Secretary 

•  Keep the minutes of all meetings of the congregation, executive committee and council 

and be responsible for the distribution and publication of such minutes. 

•  Be authorized and empowered, in the name of the congregation, to attest instruments that 

require certified authorized signers and may also be signed by the congregation president 

or pastor. 

•  Work with the pastor and congregation's staff, if any, to ensure the storage and protection 

of all-important documents and papers. 

•  Make sure that annual reports of the congregation's corporate status are filed with the 

appropriate office in your state (if required). 

•  Work with the treasurer and pastor to ensure timely filing of the congregation's annual 

parochial report. 

•  Sign the letter of call for rostered ministers at the time of a call meeting. 

•  Attest to the synod office that the congregation's records are up to date and under your 

control at the time of rostered minister transition. 

•  Submit copies of constitution and bylaw amendments to the synod. 

•  Prepare an annual list of membership changes. 

•  Carry out correspondence on behalf of the council and the congregation, as directed. 
 
 

Congregation President 

• Preside at all meetings of the congregation, executive committee, and council. 

• May call special meetings of the congregation, executive committee, or council. 

• Direct meetings according to parliamentary rules of order, keeping meetings running 

smoothly, speedily, and efficiently, assisting in discernment of God's will. 

• Encourage each council member to perform his or her duty according to good order and 

Christian principles. 

• Decide in the event of a long discussion whether the issue should be referred for further 

study. 

• Represent the congregation in matters of business and sign or countersign all legal 

documents. 

• Assist in preparing the agenda for council and congregation meetings. 

• Uphold the constitution and bylaws and ensure policies are being followed. 

• Write the annual report of council activities for the annual meeting. 



• Attend and support synod and churchwide activities that would benefit from 

representation of council members. 

• Assist in solving problem areas as they occur. 

• Support and advise council members as needed. 

• Be administratively responsible for the operation of all parts of the congregation's 

program. 

• Try to make sure that each committee and board is functioning properly. 

•  During a pastoral vacancy, serve as liaison between the congregation and a designated 

pastor as well as the synod. 

• During a pastoral vacancy, work with the synod regarding necessary administrative 

submissions, such as trend (parochial) reports, etc. 

•  Recognize and seek synod advice and assistance in managing congregational matters 

beyond the council's expertise. 

•  Ensure congregational participation at synod assemblies. 

•  Ensure that congregational processes and procedures are documented. 

 

Congregation Vice-President 

•  Preside at meetings of the congregation, executive committee, or council at the request or 

in the absence of the President. 

•  Arrange for devotions at meetings. 

•  Perform the duties of recording secretary in the individual's absence. 

•  Actively aid the President in the administration of office. 

• Chair the Finance Committee and coordinate the financial affairs of the congregation. 

•  Ensure that the incorporation of the congregation, tax exemptions, etc. are in good 

standing. 

•  Review and ensure property, casualty and liability insurance are in good standing and 

sufficient for the congregation's needs. 

 

Congregation Treasurer 

•  Serve as financial officer of the congregation. 

•  Attend monthly meetings of the council 

•  Provide oversight of the financial secretary duties and processes. 

•  Be responsible for paying all bills, invoices, and charges. 

•  Perform or oversee all the bookkeeping functions. 

•  Prepare the monthly (or quarterly) financial reports for the council. 

•  File all the required federal and state tax forms. 

•  Monitor the cash position of the congregation and report monthly to the Finance 

Committee chair, council president and pastor. 

• Invest available funds as directed. 

•  Borrow funds as directed by the council. 

•  Provide the congregation with financial information deemed appropriate by the council. 

•  Assist in the preparation of the annual budget for the council. 

• Maintain, develop, and improve the reporting and monitoring techniques used to 

communicate the financial status of the congregation. 

•  Prepare the annual report of the financial status of the congregation. 

•  Assist with closing the books for a yearly audit. 



 

Congregation financial secretary 

•  Oversee and participate in counting the offerings. 

•  Oversee and participate in creating and depositing receipts. 

•  Train individuals who count the offerings. 

•  Ensure that two non-related people are always present for any counting procedures. 

•  Report to the treasurer the total offerings each week and any special-purpose 

breakdowns. 

•  Oversee recording contributions to the individual contribution records. 

•  Report on levels of giving to the council and congregation. 

•  Provide periodic (usually quarterly) and annual statements to the contributors for tax 

reporting. 

 

 
 


