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INCLUDING TABLES OF PASTORS,
DEACONS, CLERKS, AND TREASURERS; ALSO STATISTICS,

MONEY RAISED, AND SABBATH SCHOOL.

"

SEVERAL PAGES ARE RULED FOR AN ALPHABETICAL LIST OF RESIDENT
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SUGGESTIONS TO CLERKS.

1. While it is the duty of the Church to make a good record, it is the duty of the Clerk to

keep that record in an intelligent manner for future reference.

2. Full minutes of the church meeting should be kept on sheets -of paper, embracing motions
lost as well as adopted, and giving the names of those who make the motions, and all other im-

portant particulars.

3. The Record made in the book from these minutes should state only what was doze by the
Church, omitting the steps and personal remarks that may have led to the action; and this record

should be true and full, written in a plain, legible hand, with good black ink.

4. The Covenant and Rules of the Church should occupy the first pages of the Records, and,
in addition to facts entered in the Tables, there should be a &rief historical Statement of the Church,
embracing items like the foHowing:-—date of the organization — names of the council — number of
members — times of general revival —erection and repair of the meeting-house — sessions of the

Yearly Meeting and Anniversaries — new churches organized from this — outside benevolent work,

etc. s,

5. Write in bold letters at the top of every page the szonth, day of the month, and year of the

meeting recorded below ; or this date may stand as ‘the heading of the record of each meeting.

6. Every distinct item of business should begin a new line, and stand as a paragraph by

itself, and it may be well to leave a blank line in the records between these items.

. 7. Several blank lines should be left between the records of different meetings if the record

of each meeting does not begin a new page.

5 -
8. Keep a record of the call and dismission of the pastor, the choice of all officers, the

names of all committees and delegates, and the admission, dismission, death, aad exclusion of all

members; and the marriage names of women should be written under their former names.

9. The annual report of the Clerk should be approved by the Church, and the annual reports
of the Pastor and other officers, also of all committees (if short as they ought to be), should

be recorded.

.

10. Make the record in the Tables of the Officers of the Church when the changes occur; A

and once a year enter in the Tables of Statistics, Money raised and Sabbath School, the annual

account, using one line for each year.

i1, In dividing the pages for the alphabetical list of members, ascertain by an alphabetical
classification what initial letters of family names will probably be used most frequently, and assign
to such letters a corresponding space. From two to three pages should be assigned to some

Y . 9 1
letters, while one-half or quarter of a page will be enough for others.
. . N
“12. The?record of the preceding meeting should be read from the book for approval, and

not from the minutes.
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