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Information for the Secretary

Study to show thyself approved unto God, a workman that needeth not be ashamed.
2nd Timothy 2:15

Remember your entries in this book will be the History of the Sunday
School for the year; therefore the instructions given below should be
carefully studied.

First Entry Fill in (using ink) the blank lines on opposite page.
Weekly The weekly report pages which follow should be fully and
Report carefully maintained.

While it may seem that too much space has been allowed for
the teacher, yet the calling of the roll of the Teachers and
Officers shortly after the opening of the school will have the
decidedly good effect of getting them there on time. This
record of attendance may easily be taken with the help of
the Assistant Secretary.

Only the Summary of Attendance and Offering should be
read to the school at the proper time.

Quarterly Note that there are thirteen Sundays to each Quarter, after
and Annual which a Quarterly Report page is provided. Following the
Report last Quarterly Report page will be found the Annual Report

of Attendance and Offering.

Disbursements Following the Annual Report page are two Expense pages to
be used to record the order and purchase of all supplies,
periodicals, etc. The name and street address of each pub-’
lisher should be written at bottom of the first of these pages.

Attendance The Weekly Attendance of Officers and Teachers should be
of Officers persistently and accurately maintained: the record of attend-
and Teachers ance may be started any month.

Let X = on time, L = late, A = absent.

Scholars’ Pupils’ personal record page needs no explanation; the care-
Record ful Secretary, in the course of time, will find that this data
will prove to be of incalculable value.

How to To obtain the Weekly average of Attendance or Offering
Obtain for a-Quarter or Year, divide the sum total by the number of
Average Sundays in the Quarter or Year.

Star Class A star class is one that has every scholar present.

The Paramount S. S. Secretary’s Records.
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