SRC Guidelines 2006


Note: These guidelines are given to assist the clerk in his function of recording the entirety of your Church’s official activities for posterity.  All minutes and requested records shall be submitted to Presbytery for examination once per year in accordance with our Presbytery manual.
1. Minutes may be typed or written in neat handwriting or submitted on electronic media like a Word Processing disc, CD or Adobe pdf file.

2. Minutes must be permanent, either stored on CCP approved secure electronic media or in a book designed for permanent records.

3. Minutes should be identified by name of church, clerk, location, date and meeting group, and type of meeting, stated or called.
4. Each page of minutes should be consecutively numbered, indicating date and name (initials ok) of writer. Each record section and should be separated by purpose, such as session, diaconate, corporation or congregation, and may be identified by tabs in a book or in separate volumes.
5. Information reported from every meeting is to include the date, place of meeting, time, type of meeting and copy of the meeting agenda if available, report of any impromptu action, and a record of attendance of those present and those who were absent or excused early.  In short, keep a succinct but complete record of each action or activity, from opening to closing prayer, all discussed and voted on agenda items or items brought up during the course of the meeting.
6. Minutes should reflect a brief, accurate record of entire proceedings, from call to order to dismissal. Motions defeated don’t have to be recorded, but on occasion, it may be advisable to do so.  The minutes should mention subjects discussed even if no vote is taken since such discussions are a part of the meeting.  

7. Names of motion makers need not be referred to nor are the viewpoints expressed by various participants.  In fact, unless requested otherwise, our accepted practice is to NOT record names of motion makers or viewpoints of failed motions or discussions.
8. If a bound volume is used, loose pages or committee reports should be inserted, attached and numbered as part of the permanent record.

9. Minutes need to be signed by the Clerk, after approval by a vote.

10. Minutes should be approved either at the end of the meeting in which they are taken or at the next stated meeting.

11. Sessions are to meet a minimum of every three months (quarterly).
12. Be sure to include the name(s) of those elected representative(s) to Presbytery or General Assembly in your minutes.  
13. Joint meetings of Deacons and Elders should be recorded as such.
14. Documents to be kept in addition to minutes are: the Annual Budget as approved, a current copy of the GA Statistical Report, as submitted, and any legal transactions, purchase or sale of property or assets, repairs or maintenance items and changes in terms of pastoral call. 
15. The Clerk should oversee an accurate, up-to-date roster for communing and non-communing members, dates of baptisms, deaths and/or dismissals of members, and manner of reception or dismissal. If members are dropped from the official roll, the reason for so doing should be stated and reference cited to the appropriate section of the Book of Church Order.  The safeguarding and security of confidential and official records is a priority goal.
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