
TO:  

ALL CLERKS OF SESSION




December 1, 2010

FROM:  
Diane K. Prevary, Stated Clerk
Attached to this e-mail are documents you will need in order to complete the Annual Statistical Report for your congregation, as well as to prepare for your annual Session Records Review in 2011.  Also attached are forms requesting particular information the presbytery requests to update our records.

The workbook for the Annual Statistical Report will not be mailed to you this year.  Instead, it is attached to this e-mail.  Your User ID and Password are the same as in past years.  If you have forgotten yours, Janice Schessler can provide it to you by e-mail.  You can reach her at jschessler@pbyofnewcovenant.org.

Please pay particular attention to the 2011 schedule for Session Records Review.  There are a total of eight opportunities for this required review.  Your church is assigned to a date with others in your cluster, but you may select any date that is best for you and pre-register with Janice.

Also note that you are requested to bring with you to Records Review your minutes since the last review, the Church Register, and a copy of your church’s Bylaws and Articles of Incorporation (Certificate of Formation).  If you are unable to locate the latter documents, you should be able to obtain a copy from the office of the Texas Secretary of State.  It is a good idea for the church to have copies in a safe place and for the presbytery to have a copy of each on file for you at the presbytery office.

And so, please download all of the attachments and if you have questions, contact Janice or me at the presbytery office or by e-mail (dprevary@pbyofnewcovenant.org).
1. Letter of instruction 

2. Workbook for Annual Statistical Report 
3. 2011 Check-Sheet for Session Minutes
4. 2011 Check-Sheet for Church Registers
5. 2011 Schedule for Records Review
6. Presbytery supplemental report
7. Form to report session members
8. Handbook for Clerks of Session

Finally, please send us the most recent copy of your church’s directory.  You can mail it directly to the presbytery office or send with your commissioner(s) to the February 5 meeting of the presbytery.  I’ll have a box beside my table to collect them.
If you have received this e-mail and will not be serving as Clerk of Session in 2011, please pass all of this information on to the person who will.  There are many important documents attached. Please read all carefully, and return the information as requested.











