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Preparation for the Presbytery Review of Session Records 

 

There are two primary ways for a clerk of Session to prepare for an effective and 

useful experience in presbytery’s review of Session records.  The first is the 

completion in advance of the records checklist for the reviewer (usually a fellow 

clerk from another church in Presbytery). The second is to bring your own 

questions and suggestions for an educational time in the review meeting. 

1. Completing the Checklist: 

Filling out in advance the records checklist makes the review process much 

easier because you have the best knowledge of the record; you know 

where Session action on an item is located in the minutes.  This knowledge 

speeds up the review process and makes the time with the reviewer more 

effective. 

 

The Checklist is available on the Presbytery website 

(www.winnebagopresbytery.org) under the “Resources” tab, then choose 

the “Office of the Stated Clerk” subset, and scroll down to the “Session 

Records Review Checklist.”  It is best to print out this form and then fill in 

the page numbers where the Session action on the required item can be 

found in the minutes.  

 

Please note that there is also a “Checklist Commentary” on the website that 

will answer many questions related to selected items on the checklist.  If a 

checklist item or the expectation is unclear, please consult this 

commentary; if this explanation is insufficient or there is another kind of 

question, please consult the Presbytery Stated Clerk 

(michael@winnebagopresbytery.org).  

http://www.winnebagopresbytery.org/
mailto:michael@winnebagopresbytery.org


2. Your questions and suggestions: 

An important part of the review workshops is dealing with whatever 

questions emerge out of the experience of clerks. One of the key benefits in 

these review workshops is the interchange and discussion among clerks, in 

which ideas and tips are shared and clerks learn from each other.  So, it will 

be valuable to think about such questions or issues as you prepare for the 

workshop.  

 

3. The Review Process: 

There is a long tradition that each clerk will review another church’s 

records, so that each “reviewee” is also a “reviewer.”  This procedure has 

proved to be a valuable learning and sharing experience. 

 

 Notes for facilitating the review process: 

 If it is a regular, repeated action, you need not list all of the places in 

the minutes—only that it is accomplished and fulfilled. 

 If an item is not enacted, give the reason (e.g., no report from a 

board of deacons, because no such board in your church). 

 The minutes belong to the Session, not the clerk.  If there is an 

omission or problem, it reflects upon the Session’s work.  The clerk 

should remind the Session of its duties, inattention, or limits in a 

particular matter but is not responsible for either action or inaction. 

 Please remember:  While the review of records is an accountability 

matter that seeks to ensure that a Session operates in a way 

consistent to church law and polity, it is also a learning process.  The 

interchange between reviewee and reviewer can be an avenue 

toward enhanced governance by the Session and a better record. 

 The reviewer should fill out a review-record sheet for the Presbytery, 

with notations of any “exceptions” (using Checklist reference 

number). Then date and sign it.  (Goes to Presbytery Stated Clerk) 

 

 



4. Permanent Record paper, printing, and storage 

 The official documents of the church’s life and mission are critical legal and 

historical materials.  It is required, then, that they meet archival standards.  It is 

assumed here that the method will be initially electronic files (computer) that are 

printed out for storage.  Electronic storage, while convenient for short-term 

operational use within the church, is presently unreliable for long-term archival 

perspective and considered by most to be impermanent. In our procedure, all 

records must have an archival paper hard-copy for permanent storage. 

 The paper must have high fiber content; it is recommended that it be 100% 

fiber, which will last indefinitely in the right conditions.  The best paper to acquire 

for church records is called “résumé” paper, usually 100% fiber, and can be 

purchased at any office supply vendor.   It can easily be obtained online as well.  

The best weight is either 20 lb. or 24 lb.; heavier stock is unnecessarily bulky and 

often incompatible with most printers. 

 The records can be printed with either a laser-jet or ink-jet technology; the 

latter is preferred but not required.  The numbering should be sequential, 

including appendices, for at least a given year or into indefinite years.  All pages 

are to be official documents; no inserts or randomly added material. Photocopies 

should be avoided, if at all possible. However, material that does not originate 

digitally may need to be photocopied for the sake of a complete record. 

 The local church should use ordinary printed materials as working copies 

for the Session and church-wide distribution.  The permanent records are a 

special, archival quality, official set of documents that represent the final record. 

 Storage of this official record should be set aside and handled only 

minimally.  The site should be safe and environmentally and physically secure. The 

old, traditional manner of storing records is the leather-bound book, which 

usually requires special paper (perforated to fit in a post binder).  This is 

expensive and unnecessary but preferred by some clerks.  In fact, archivists 

recommend that paper records be stored flat in special non-toxic boxes or 

containers.  If you use the bound book, you do not need to buy a new book when 



the present one is full (these are very expensive!).  You can store the present 

minutes in a special box, buy only new special paper (from Cokesbury) and reuse 

the leather binding.   

 The preferred option is to store the permanent records flat in a non-toxic 

archival box, using archival quality paper.  These boxes come in a variety of sizes 

but a 1" or 2" box is usually sufficient for two to three years of Session minutes.  

When it is full, it can easily be stored flat.  These boxes are acid-free, chemically-

neutral, and are intended for the protection of high-fiber papers.  They are readily 

available online. 

 Once a storage box is full, it is recommended that it be sent to the 

Presbytery Historical Society archives (Philadelphia) for long-term storage in an 

underground, climate controlled vault.  The church continues to own and direct 

the use of its permanent, archived records.  The Session and the congregation 

then use its ordinary working copies.  The Stated Clerk of Presbytery will assist in 

securing and sending church records to the PCUSA Archive in Philadelphia or 

other official repository upon request. 

 

Again, please advise the Stated Clerk of Presbytery if you have questions on any of 

these matters regarding the review process or the official records of the church. 

 
Revised December 2017 

*** 

 


