
 

Page 1 of 4 

Transition of Lay Leaders 
United Church of Christ, Congregational, of Boxborough 

Effective Date: 11 February 2016 

Supercedes Date: n/a 

1. Purpose 

The Church elects new officers, Council members, and governance committee members at 

the Annual Congregational Meeting each January. This document describes the means by 

which these newly elected officers, Council members, and other lay leaders are identified and 

recorded with the Massachusetts Conference of the United Church of Christ (MACUCC), 

with the Massachusetts Secretary of State because the Church is a 501(c)(3) corporation, and 

with each of the financial institutions where the Church has accounts to specify who is 

authorized to transact business on each of the accounts. 

2. Definitions 

In the Internal Revenue Code, Chapter 501(c)(3) defines organizations that are exempt from 

taxes because they operate in the public interest. Another name for a 501(c)(3) organization 

is a charitable organization. Simply providing charitable services, however, is not enough to 

qualify as a 501(c)(3) organization. The organization must meet all operational, legal and 

reporting requirements of the tax code in order to receive tax-exempt status. For churches, 

this includes registering with the Secretary of State in the state in which the organization 

operates and identifying the officers and members of the Board of Directors (i.e., Council).  

3. Policy 

Within 10 business days after the Annual Congregational Meeting each January, the 

Massachusetts Secretary of State’s Office and each of the banks and other financial 

institutions where the Church has accounts shall be notified of the names of officers and 

other lay leaders as appropriate. In addition, the MACUCC shall be notified of changes in lay 

leadership in the form of input to the UCC Annual Yearbook Report. 

4. Procedures 

4.1. Notifying the MACUCC 

The Clerk shall request that the Church Administrative Assistant notify the MACUCC of the 

names of the Church’s officers following the Annual Congregational Meeting in which the 
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officers are elected. The notification shall be in the form of the Church’s input to the UCC 

Annual Yearbook Report. 

4.2. Updating the Massachusetts Secretary of State’s Corporate 
Database 

Because the Church is registered with the Commonwealth of Massachusetts as a 501(c)(3) 

corporation, the Corporate Database administered by the Massachusetts Secretary of State 

contains information about the Church, including the names, addresses, corporate titles, and 

term expiration dates of all officers and Council members.  

The Clerk shall update the Corporate Database online after the Annual Congregational 

Meeting by accessing the website of the Massachusetts Secretary of State’s Office at 

www.sec.state.ma.us.   

To view the Church’s information in the Database, select Corporations from the list on the 

left side of the page, then select Search, then click on Search the Corporate Database. To find 

the Church’s entry in the database, search either by name (The United Church of Christ, 

Congregational, of Boxborough) or Identification Number (001095308). 

To update the Church’s information in the Database, select Corporations from the list on the 

left side of the page, then select Filing Methods, then click on File Online. The Church is an 

existing entity, so enter the Church’s Customer ID number and PIN (both available from the 

Church Administrative Assistant), then click on Submit. On the next screen, select the type 

of filing (Certificate of Change of Directors or Officers), then click on Submit. Fill out the 

form that appears, first deleting all entries for people no longer on the Council, then listing all 

current officers and other members. The title “Moderator” is not recognized, so “President” 

is used instead. Either “Vice President” or “Vice Moderator” may be used. The title for all 

Council members who are not officers is “Director.” Only the month and year of term 

expiration is needed. There is no fee required to make this submission. 

4.3. Updating Banks 

The Church’s bank account is a commercial deposit account at Middlesex Savings Bank. The 

Church Administrative Assistant has the Church’s account number on file. The Bank needs 

to be notified whenever the officers (President/Moderator and/or Treasurer) change or when 

authorized signers for the account are added or deleted.  

The Clerk shall update the Church’s information at Middlesex Savings Bank using a Bank 

form entitled “Commercial Deposit Account Resolutions and Authorities.” The names of the 

President/Moderator and Treasurer are required, as well as the names of any authorized 

signers for the account.  

http://www.sec.state.ma.us/
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In addition, a form entitled “Account Document - Commercial/Other” must be filled out with 

detailed information about each authorized signer for the Church’s account, and each new 

signer must go to the bank to record his/her signature. For authorized signers who do not 

have personal accounts at Middlesex Savings Bank, additional information is required, 

including means of primary identification (e.g., driver’s license or passport) and secondary 

identification (e.g., credit card, employee identification card, utility bill, etc.) 

A copy of the updated Bank forms shall be given to the Administrative Assistant to file at the 

Church. 

4.4. Updating Other Financial Institutions 

In addition to the account at Middlesex Savings Bank, the Church has a corporate account at 

Fidelity Investments. The Church Administrative Assistant has the Church’s account number 

on file. For the account at Fidelity Investments, the following must be prepared and 

submitted by the Clerk following the election of officers and/or Finance Committee 

members.  

• Fidelity’s “Amendment to the Corporate Resolution” form is used to add or remove 

authorized individuals on the Fidelity account. The form is available at 

https://www.fidelity.com/bin-public/060_www_fidelity_com/documents/customer-

service/amendment-to-corporate-resolution.pdf. Section 2 of the form must be 

repeated for each person being added or removed. Authorized individuals already on 

the account are not affected by the changes and will retain their full authorizations. 

Each individual named in the form is fully authorized to act on behalf of the Church 

to open a brokerage account in the name of the Church, place orders on the account, 

and execute any instrument incidental to that (such as applying for margin or 

options), and to act in a sole capacity in these regards.   

• Fidelity’s “Checkwriting Information and Terms" form is used to update the 

signatures for individuals authorized to write checks on the account. The form is 

available at http://personal.fidelity.com/accounts/pdf/checkwriting.pdf.  Because this 

form replaces all check writing information currently on the account, all authorized 

individuals are required to sign, not just the newly elected ones. 

A copy of the updated Fidelity forms shall be given to the Administrative Assistant to file at 

the Church. 

5. Amendments to the Policy 

Amendments to this document can be proposed at any regularly scheduled Council meeting 

and approved by a simple majority at the next Council meeting. 

https://www.fidelity.com/bin-public/060_www_fidelity_com/documents/customer-service/amendment-to-corporate-resolution.pdf
https://www.fidelity.com/bin-public/060_www_fidelity_com/documents/customer-service/amendment-to-corporate-resolution.pdf
http://personal.fidelity.com/accounts/pdf/checkwriting.pdf
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6. Forms 

No Church forms are required. 


