
Presbytery Meeting Host Checklist 

Materials needed for presbytery packet (by three weeks before meeting)  
 Directions (including transit, driving, and best parking options if known) 
 Building accessibility (Are there stairs involved for restroom/eating area access? Are there stairs into the 

building? Is there an elevator?) 

Volunteers from the Host Congregation(s) 
 Registration (2-3 persons, arrive for training 15 minutes before registration begins, supervised by 

presbytery staff, stay for the first three hours of the meeting) 
 Meal ticket sales 
 Meal preparation (as needed) 
 Timekeeper/microphone attendant 
 Directions and building assistance (as needed in larger/more complicated buildings) 
 Communion setup 

General Hospitality 
 Water and coffee 
 Light snacks for early arrivals and/or scheduled breaks 

Meals 
 Discuss with presbytery leadership early, as some meetings may not include a meal. 
 Ticket cost is capped at $10/person. Presbytery may be able to assist with additional costs. 
 If at all possible, please provide at least two serving lines. We usually need to feed 100+ people in less than 

one hour, and a single serving line moves too slowly. 

Meeting Space 
 Sound system (be prepared to demonstrate and test during site visit) 

o Two microphones, preferably wired, at front for moderator and presenter 
o One or more microphones, often wireless, available for speakers from the floor 
o One microphone at the clerks’ table, if possible 
o Are wireless microphones available for worship? What type (handheld, lavalier, etc.)? 
o Is there recording capability? 

 Screen and projector (needs electrical service) 
 Tables 

o 1 at front of meeting space for Stated Clerk and journal clerk (needs electrical service)  
o 2 at registration for sign-in (with trash cans nearby, needs electrical service) 
o 1 near registration for meal ticket sales 
o 1-3 near registration for information/distribution/display 

 Is there wifi available? What is the password? Is it capable of handling many users or only staff? 
 Is there a flexible space (movable tables and chairs) that might be used for a pre-meeting gathering or for 

breakout groups? 



Worship 
The Worship and Docket Committee of the General Cabinet is responsible for the worship service, although they often use 
resources from the congregation to enrich the presbytery’s worship experience. The committee appreciates having any 
requested information six weeks prior to the presbytery meeting so that they can move forward with their planning. A 
member of the Worship and Docket Committee will be in touch with the congregational contact separately from staff 
conversations with further questions. 

 Communion 
o Communion is usually served by intinction, with two to four stations, depending on the 

configuration of the sanctuary.  The host church’s communionware is preferred. If additional 
chalices or other serving pieces are required, please inform the Worship and Docket Committee 
well in advance. 

o The host congregation is responsible for setting up communion and provides the elements in 
accordance with their own traditions (i.e. wine or grape juice, type of bread, etc.) 

o Communion officiants are chosen by the Worship and Docket Committee. The Worship and Docket 
Committee will work with the congregational contact regarding any necessary communion servers. 

o One set of servers should plan to serve all volunteers and staff working throughout the building. 
 Musician(s) and Other Artists 

o Is the host congregation’s organist/pianist available to play? (Expense should be covered by the 
host congregation.) 

o What sort of instruments (piano, organ, drums, etc.) are available at the church? Is use of any of 
them restricted to the church’s own musicians? 

o Are there performing groups or individuals in the congregation who might lend their leadership? 
 Hymnal: Which hymnal(s) does the church have available in the pew (if any)? 
 The bulletin is usually compiled by the Worship and Docket Committee and duplicated by the presbytery 

office. Please submit the names of any and all worship leaders from the congregation and any other 
information that might need to be included in the bulletin to the Stated Clerk by two weeks prior to the 
meeting. 

 If possible, please provide photos of the worship space. Staff may be available to take these during the site 
visit. 

 

Presbytery staff will schedule a site visit for 3-6 weeks prior to the meeting to review these items, examine the 
space, and discuss any questions. 

On the day of the meeting, staff will arrive 45-60 minutes before the scheduled start of registration to begin 
setup for the meeting. Please give the Stated Clerk contact information for the person who will meet us at that 
time in case there are any issues. 
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