
OFFICE OF THE STATED CLERK

To: All Clerks of Session
From: Dean Strong, Stated Clerk
Subject: Annual Review of Minutes and Records
Date: 9/11/19

I’m afraid we’ve fallen behind on our annual minutes and records reviews.  That’s my fault since I’ve
been wanting to try something new.  Instead of having clerk to clerk reviews, I’d like to do some reviewing
myself, to see what is happening in your world of minutes and records.  Maybe I can help.  Maybe I can
learn from some of you.  Its taken longer than I thought, but I’m ready to give this a try.

I’ve also updated and expanded the Clerk’s manual.  Let me know what you think.

The goal is for reviews to happen automatically each year as part of year end reporting.  At the end of
the first quarter, you will submit your minutes and records after completing the statistical report, as
outlined below.

To get there, we are going to experiment with a new system using your 2018 minutes and records. 
This will be a “learning experience” for all of us.  Then next spring, we’ll do it again for 2019 minutes and
records.  At this point, we are not going to try to review the years prior to 2018.  If, however, as you are
going through your review, and learning new things, if something comes to mind in prior years that you
know needs correcting, lets discuss it.

To make reviews faster and easier, we are going to try converting to submitted minutes electronically. 
Here’s how:

1.  For the review, the the year’s minutes, session and congregational, must be combined into a single
electronic file, and page numbers assigned to the year long file (it is almost impossible to review a year’s
minutes without a single set of page numbers–citing meeting dates & page numbers is very cumbersome).

a.  Preferred Method:  Create a single Adobe pdf file for the entire year’s worth of minutes, in
chronological order, including both session and congregational meetings.  If you are unable to convert
Word files to a pdf file, combine into a single Word file.  Put page numbers on the single file.  If each
set already has page numbers, simple locate the new set on a different place on the page.

a.  Alternative Method  – Scan hard copies on a high speed scanner into a single file.  Use Adobe to
write page numbers for the entire file.  If there are already page numbers on the minutes, place the page
number for the single annual file in a different place on the page.  If you are unable to do create a new
set of page numbers, send your combined file to the Stated Clerk, who will create page numbers and
then return the file to you.

Note: if you scan pages to a pdf file, you will not be able to use the word/phrase search function.  If,
however, an Optical Character Recognition (OCR) program is run after scanning, the search function
can be used.  Most versions of Adobe, and/or third party pdf creator programs include an OCR
function.  OCR scans normally take less than one minutes to run.



c. If you have difficulties combining the year’s minutes into a single file, contact Dean or Jenine who
will assist you.

2.  Review your minutes & records using the checklist.  Most items can be verified by listing either the
page number or the date, but sometimes other methods must be used.  Use the most logical method to verify
that a required action occurred or that a record exists.  For example:

C All meetings in the Presbyterian Church must open and close with prayer.  If this is recorded in all
of the minutes, just write “All” in the date/pages column for that time instead of listing all the dates
or pages.

C It may make more sense to record “yes” or “no.”  For example, the name of the maker of a motion
should be recorded.  It is impractical to record the page or date of every motion.  If the minutes are
inconsistent, mark an asterisk ‘*” in the column and make a note in the comment section. 

3.  Email your minutes file and your checklist to the Stated Clerk.  Some will be reviewed by the Clerk,
some may be reviewed by other clerks.  If you are interested in reviewing minutes, please contact me.

4.  Presbytery’s Report – Reviews are not meant to be a report card, but are to ensure that a proper record
is in place to protect sessions and congregations.  Minutes and records reviews are a matter of good
stewardship and healthy accountability.  Presbytery’s report will be submitted to the presbytery and the
Clerk of Session, and will contain any of the following that have been discovered:

a.  Irregularities – Decision or actions where that violate the Book of Order, presbytery policies, church
bylaws, or Roberts Rules of Order.  The Stated Clerk will make a recommendation to the presbytery
regarding whether the session should be ordered to correct the action.  In some cases, an irregular
action may be ruled automatically null and void.

b.  Delinquencies – Omission or failure to act.  The Stated Clerk will make a recommendation to the
presbytery regarding whether the session should be ordered to take the proper action, and by when. 
Some delinquencies may be identified, but declared moot because they cannot be realistically corrected.

c.  Recording Errors – Proper actions that have been improperly recorded in the minutes.  The Stated
Clerk will recommend whether the minutes should be amended, by vote of the session, or corrected in
the future.

d.  Suggestions – These will not be reported to the presbytery, but will be provided to help you in the
future.

I’m going to schedule a series of Zoom web-conferences for questions and training a couple of times a
month.  The first one is tomorrow at 1:00 p.m.!

Otherwise, you can always contact me if you have any questions about minutes, records, the Book of
Order, or most anything “Presbyterian.”  I’m here to help.

The Rev. Dean R. Strong, 
Stated Clerk

clerk@seattlepresbytery.org • 425.210.8997


