SUBMIT the following items:

1-Cover Sheet for Filing Civil Actions – [not necessary in all cities]

fill in gray boxes       (must download from the following link—sample on next page.) http://www.courts.state.va.us/forms/circuit/cc1416.pdf  

2-Petition (pastor’s signature notarized under oath) Filling in the blanks…list full name of each person elected to serve as trustee; no nicknames: Gerald S. Jones, Sr.; not Jerry Jones)
3-Order - the judge & clerk will stamp & sign more than one Order, if you put extra copy(s)
4- Original Charge Conference Minutes w/Signature page ~. You must submit your original charge conference minutes with original signatures. 
· Put post-it note asking them to “return your minutes with the Court Order”. 
· Draw attention to the place on the Minutes page that says “Nominations…” [highlight, (see pg 8 of this .doc) or another post-it]

· If you do not have original signed minutes, use … Affidavit (D.S. signature notarized under oath); or Certificate of Resolution (Recording Secretary notarized under oath)

5- Nominations List showing list of Trustees elected. *Because the Charge Conference Minutes do not specifically name of Trustees elected, the minutes alone, do not qualify as complete supporting documentation of the election of your Trustees. So you will need to add your Nominations listing the Trustees. HIGHLIGHT the title of TRUSTEES
PUT IT ALL TOGETHER & MAIL: 


--all that apply ABOVE
     


--Filing Fee- $36.00 payable to “Norfolk Circuit Court”

--Self-addressed & postage-stamped envelope 


MAIL TO:
Norfolk Circuit Court 

Clerk’s Office 


150 St. Paul Blvd, 7th Floor  ( (updated)

Norfolk, VA 23510
Questions, contact Clerk’s Office at 664-4382.
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VIRGINIA:  IN THE CIRCUIT COURT OF THE CITY OF NORFOLK
IN THE MATTER OF APPOINTMENT OF TRUSTEES FOR       UNITED METHODIST CHURCH


P  E  T  I  T  I  O  N

NOW COMES      , Minister of       United Methodist Church, an unincorporated religious congregation, and as for his petition pursuant to the Code of Virginia, represents as follows:

1. A Charge Conference of the Church was duly called and held on the       day of      , 20     .  One of the purposes for the Charge Conference was the election or reconfirmation of church trustees as provided by the Book of Discipline of the United Methodist Church. 

2. The following trustees were elected and reconfirmed by the Charge Conference at the said Meeting, to-wit:      ,      ,      ,      ,      ,      ,      ,      ,       as set forth in the MINUTES of said conference and the Report of the Committee on Nominations and Lay Leadership, attached. 
PURSUANT TO said Charge Conference, being the proper authority of       United Methodist Church, respectfully makes application for the election and reconfirmation of Trustees to hold legal title to the property of said religious organization in accordance with Virginia Code.

Respectfully submitted,

     , Pastor
      United Methodist Church

APPROVED:

     , Pastor

STATE OF VIRGINIA

CITY OF


, to wit:


The foregoing Petition was sworn and subscribed before me this 
 day of 



, 20     , by      , pastor.

  Notary Public /Registration #:
My Commission expires: 
    /
/

VIRGINIA:  IN THE CIRCUIT COURT OF THE CITY OF NORFOLK
IN THE MATTER OF ELECTION

AND RECONFIRMATION OF TRUSTEES

FOR       UNITED METHODIST CHURCH

AT LAW  

- 


O  R  D  E  R


THIS CAUSE came on this day to be heard upon the Petition of      , Pastor of       United Methodist Church, an unincorporated religious congregation, for the lection and reconfirmation of trustees pursuant to the Code of Virginia.


UPON CONSIDERATION WHEREOF, and it appearing to the court that a duly called Charge Conference was held on the       day of      , 20      by       United Methodist Church, an unincorporated religion congregation and the following Trustees were elected and reconfirmed in accordance with the Book of Discipline of the United Methodist Church as evidence by the Minutes of that Charge Conference:      ,      ,      ,      ,      ,      ,      ,       and      .

It is, therefore ADJUDGED, ORDERED and DECREED that the aforementioned Trustees are hereby elected and reconfirmed together with all the duties and powers as set forth in the Code of Virginia.

I ask for this:






ENTER:

     , Pastor





Judge


CERTIFICATE OF RESOLUTION

This is to certify that       a duly called Charge Conference of the       United Methodist Church, an unincorporated religious congregation, was held, and the following persons were elected or reconfirmed to serve as Trustees of Park Place United Methodist Church:      ,      ,      ,      .
     , Recording Secretary 
      United Methodist Church
STATE OF VIRGINIA

CITY OF


, to wit:


Subscribed and sworn before me this ____ day of 

, 20__ by the recording secretary,     . 
  Notary Public /Registration #:
My Commission expires: 
    /
/

VIRGINIA: IN THE CIRCUIT COURT OF THE CITY OF NORFOLK

at law: _________-__________

AFFIDAVIT


This date personally appeared before me, the undersigned, a Notary Public in and for the city and State aforesaid,      , how after being duly sworn, did depose and say:

That on the       day of      , 20     , the governing body of        United Methodist Church, an unincorporated religious congregation, at a duly held meeting did appoint the following individuals as trustees of Park Place United Methodist Church, in the place and stead of any previously appointed trustees:       ,      ,      ,      .
     , District Superintendent

STATE OF VIRGINIA 

CITY OF NORFOLK, to wit:

Subscribed and sworn to before me this ___________day of ____________, 20     , by M. Wayne Snead.

  Notary Public / Registration #:
My Commission expires: 
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