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WATCHTOWER
BIBLE AND TTACT SOCIITY OF NEW YORK, INC.

PHoNE (713) 325'3604

May l r  1989

TO ALL BODIES OF ELDERS

Dear Bro lhe rs  r

The fo l lowing is  to  prov ide t l i rec! ion concern ing che congregat lon
arrangemen!  for  e lders  anal  rep laces the Society 's  le t ter  o f ,  APr i l  12 '
1978.

LITERATURE r IIAGAZINEST AND SUBSCRIPTIONST
The order ing of  l i terature and nagazine Euppl ies for  lhe congrega-

t ion 18 le f !  in  lhe hant ls  o f ,  lhe serv ice overseer '  work ing n i lh  oghet
e lders  ant l  n in is ter ia l  aervants  d i rect ly  handl ing tbeee nat ters  in  lhe
congregat ion,  gowever ,  the order  forms for  suPpl ies are g iven to . the
Eec;etary ,  l rho,  be ing thoroughly  f ,an i l iar  n i th  a l l  o f  lhe la les!  in for -
mal ion,  checks lhe orders for  accuracy,  6 igns such '  ant l  eenals  lhen to
lhe soc ie ly .  The secretary  wi l l  check !o  be 6ure the congregagjon name
and nunber  are proper ly  sbawn anal  bbat  the f igures for  quanl i l ie8-and
any payments are correct .  The Society 's  le t ler  o f  August  15,  L988,
prov idea helpfu l  gu ide l ines on quant i t ies  !o  be ordered.

Congregat lons should aubmi , t  on ly  one I i !erature order  per  non! -h.
Orders should not  be p laced by t .e lephone.  excepE ln  energenciea.  -  mlen
there are shor tages in  what  ia  sen! ;  wr ice lhe soc ie ty .  P lease do no!
phone.

The Eecretary  should carefu l ly  check a lMe l t r i t len in f ,ormal ion on
magazine d is l r ibu lors '  copies anat  subscr iPEions in  the eggt-L i -e [  a long
wiEh le t ters  f rom the Society  and be fami l iar  vJ i th  what  is  reguesteal .
The secretary  wi l l  s ign d is t i ibutors '  changes,  d is t r ibutorsr  spec la l -
orders '  ant l  Weekly  subscr ip t ions forns (M-203) .  He shoula l  be aure that
forms are used only  for  lhe pqrpoae in tendeal  and no!  o thenise.

wi th  each Reni t tance anal  crea l ig  Request  forn (s-20) ,  s igned by the
secretary  and the person prepar ing i ! '  t t rere shoul t l  be a chesk,  bu!  onLy
one check for  each forn.  I f  more ghan one check is  be ing sent ,  then an
additionaL S-20 forn nust acconpany each check to the Society. Remen-
ber' you should not sentl a sepaiata check f,or each item, such as one for
l i terature '  one for  magazines,  anal  one for  a lonat ions.  One check can
cover  a I I  o f  the above.

Al l  secretar ies should carefu l ly  read the Socie ly 's  cost  L is ! ,
Ins! ruc l ions fo !  Congregat ion Accounaing (S-27) .  and a l l  ins t ruct ion
Let ters  f ron the Society  deal ing l r i th  operat ional  nat ters .

ACCOUNTS:
The secretary  should oversee the keeping of  the congregat ion

accounts '  but  lhe pres id ing overseer  or  soneone des ignatet l  by h in  shoulc t
auali! the accounts every three nonths. The actual handling of the
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accounts  w i l l  be  le f !  to  lhe  bro ther  who j . s  ass igned to  lh isresPons ib iL i ty .

KINGDOM HALIJ INSURANCE:

_^_ - -T l : - :9 " . : ta ry  w i t l  g ive  a ! ten t ion  to  rhe  fo l low ing  na t le rs  i f  lhecongreqa l ion  has  an  insurance account  n i th  the  Soc ie ty ;

l. set. up an .Inaqrance. f i le for the congregatlon anal have allmat te rs  per ra in ing  to  insurance f i r .ed  there  ro i  r6 i t rence.  Th is  EhourdincLude a copy of the last property aescription ioiln tn.t i{as subnitlealbo  the  soc i  e ty .

,_  ,  _2 . -Refer  to  the  nemorandum Key Fac ts  About  Congregat ion  Inauranse(T-44) for infornal ion concerning lour coverage ind'pr5ceaures on
P:?:: : ! i ts- I . l r  Kingdon Halr and-raport ins and ntndring prope iry- ' rosses,rn lur res,  or  tawsui ts .  I f_ the menorandun does no!  pro i iae iou i i lh  thein f ,ormat ion you requi re ,  p lease cont ;a i  Cf , i -soc ie tv i "  rnaurance Desk.

3.  I {hen invo ices f ,or  lnsurance charges are receiveal ,  they shoula l  begiven to  the bro lher  handl ing lhe accounEsi  t r t  sboufa senat  the
renl t tance to  tbe Soc ie ty .

KINGDOI.I HALL OWNERSHTP AND MORTAGES!
The secretary  i f i lL  g ive at len! lon to  !he foL lowing na! !ers :

l. Maintain a separate file f,oliler in wbich all docunenlg
Per ta in ing to  the ownersh ip of  the Klngdom HaI l  are f i leat ,  as wel l  as
Ene oocuments-per ta ln ing to  any 1oan account .  Keep permanenl ly  in  lh ist rLe form T-36 ( In fornat lon Regard ing Ownership of -K ingdom Hal is) ,  whtch
form was.prev ious ly  sent  to  a1 i  congiegat ions, 'as- i i  conta ins va luable
rnrornat lon regard ing corpora l ions,  t rustee ar rangements,  anal  so for th .

2 .  Make nonth ly  nor lgage paynents  to  the Society :
a .  Secretary  shoula l  see that  montb ly  paynent ;  are mai led to

arr ive on or  about  the f i rs t  o f  each nonth in  the green
envelope and irith the conp.LeLed green renittance slip {form
T-51) .  payments wi I I  not  be con; ia lered labe i f  rece lveal  bv
the tenth of  the month in  l rh ich they are due.  See annual  

-
Ie t . !er  f ron Of f ice of  the secretary  and Treasurer  regara l ing
use of  T-51 forn for  de la i ted ins l ruct ions.

.  3 .  .When _nonth ly  s ta tenents  regard ing a Kingdon Hal I  Loan are
recervec l ,  in forma! ion concern ing the last  paynenC naale and the current
balance due should be read to tf,e congrega-tL6n.

4..If tit le is helal by a CORPORATTON ARRANGET4ENT, keep the
corporat ion papers '  by laws,  and minutes of  annual  anc l  spec ia l  meet ings
in ownership folder. Set up a diary or chronological l isting of tbiigs
tba! need to be cared for or handled on a certaii date, for Example, 

-
da le .  for  sent l ing not ice of  and hold ing annuaL neebingsr  in fornac ion as
to l rhat  pos i t ions are to  be f i l led,  and so for th .  The procedures
out l ined in  corporat ion 's  by la l rs  should be s t r ic t ly  fo l iowed for  ho la l ing
the meet ings and for  rep lac ing t rustees or  d i rec lo is  when they nove
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away. die, are alisfel. loirghippeal, beeome inactive, anil so fortb,
!o  do  so  r igh t  a i iay  ra th6r  i ian  wa i t ing  un t i t  sorne- - iu tu re  da te .

, :. lf_u,l annual or periodic, report of the corporationra eri8tencemusE De t l led f l i th  the s ta te or  country ,  do so on t ime.  In  some statesthe corporat ion n i . ] l  be d issoLved i f  th is  repor t  is  not  f i led in  t ine lymanner .

6. If tit le is heLal by a TRUSTEE ARRANGEMENTT keep lhe Crusleepapers in  ownersh j .p  fo lder .  I f  a  t rustee noves,  d ies.  is
d i sfel lowshipped ' becomes inactive, and so forth, see tha! a substitute
t rustee is  appointed in  h is  p lace.  (See form T-36 for  ins t rust ionE.)
Prov ide the soc ie ty  wi th  copies of  new l rustee papers i f  t .here is  a  K ingdom
HaI l  Loan in  force,

.  7 ._The or ig lnaL recor t led a leed (or  deeds)  to  proper ty  shoula l  be kep!
in  a  safe p lace,  such aE the ownersh j .p  fo l t ter .  r i  d6ed ig  sent  !o
Sociegy for  loan purposea '  re ta in  phoLocopy in  f i le  for  fu l l  in format ion
as E.o proPerty.

8. If, exenplion from REAIr ESTATE TAXES has been aecured and ls
ev j ,denced by le t ler  or  sone form of  document ,  ueual ly  f ron the tax
asaeaaor ,  ke€p ev ia lence wi th  deed.  I f  for  sone reason no exempt ion is
a l lor red,  or  on ly  parg ia l  exempt ion is  a l loned,  nake a record i -n  a  d iary
or  chronolog ica l  l is t ing of  act iv t l ies  to  remind uben ta t  b lU ls  due 

-
and.see tbat . i t  is  pa id  on t ime to  preeent  lax  saLe of  proper ty  due toqerrnquency ln paytng taxes. If application for tar erenption muat be filed
annuarry  as Ln some statesr  nake record in  your  d iary  or  chronolog iga l
l ig l ing to  remind the secre lary  o f  that  fac l  annual l !  so lhat  i !  can be
f i led on t lne.

BANK ACCOUNT s
l. Congregation should have a Federal Iatengificagion f,uDbe!. This

may.be aequi rea l  by f i l ing form SS-4 (Appl icat ion for  Emptoyer  Ia lenf l f i -
cat ron Nunber  )  wi th  the In terna l  Revenue Serv ice.  Th is  is  now requi red
by banks for  accounls .  Not i fy  Soc iety  o f  th is  nunber .when obta indd.

2. Congregation bank accounls Ebould be opened in the nane of the
congregat ion as an un incorporated assoc iat ion lnd 4gE in  fhe nane of  lhe
corporat . ion,  even though the congregat ion has a co lporat ion f ,or  ! i t le -
norqrng purposes.

Be sure

3. ConpLete congregation nane IIuEt' be shownr Euch asi
Congrega! ion  o f ,  Jehovah 's  Wi tnesses .  Co lunbus,  Oh io .

South

{. T'so aignatures shoulal be on each check. Itowever, nore ghan two
bro thers  nay  be  au lhor izea l  as  cbeck  s igners .  I t  wou ld  be  benef ic j .a t  fo r
one o f  tbe  s igna lu res  to  be  lha t  o f  t .ha  pres id ing  overseer ,  The body  o f
e lders  dec ides  who ghe s igners  o f  checks  fo r  the  congregat . ion  w i l l  be .

OTSER RECORDS:
.  The secre tary  n i l l  keep lhe  Congregat ion 's  pub l l sher  Reco ld  cara ls
(S-21)  and conp i le  the  f ie l t l  serv ice  re io r ts .  The secre tary  o r  h is
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assistan! can work togeCber with lhe Congregation gook Study conductors
to obta in  any la le  or  miss ing f ie la l  serv ice reporcs each nonth,  Boal ies
of  e la lers  nay f ina l  i t  aa lv isable in  sone cases to  ass ign an e l -a ler ,  i f
ava i lab le ,  or  a  capable min is ter ia l  servant  to  ass is t  the secre lary  in
car ing f ,or  some of  the records.  Meet ing at tendance records Ehould be
kept  by the secretary  a long wi lh  the Bib le  s tudy repor ts  nh ish are
turned in each month. Territory cards and recorals shoulal be kept by lhe
brother  ass igned to  oversee the work ing of  Cerr i tory  unaler  ghe
jur iEdic t ion of  tbe serv ice overgeer .

HANDITING MAIL:' I .  Ehe pres ia l ing overseer  wi lL  open aLl  na i l  a l i rected to  the
cong regat ion.

2. The presialing overseer should not. open.roy [ail directed to an
inalividual by nale in the congregation rrhich Is sen! ln care of the
Pres ia l lng overEieer  because of ,  not  bav ing an at l t l ress for  ehe ind iv idual .
Such eorrespondence he wi I I  g ive !o  lhe aa ldressee WITHOUT opening.

3.  Af ter  the pres id lng over8eer  haE considered nai l  d l rected !o  the
congregat ion,  1 t  sboula l  be g iven to  the secretary .  I re t ters  !ba!  neeal  !o
be read by the body of elders sboulal be circulated by the aecletary. ro
avoid mtsplacing such important correspontlence it is reconnended tha!
lhe secrelary place it ln a J.arge envelope on which aPPears the nane of
each e lder  in  the congregat ion.  Each e la ler  should put  a  check by h i6
nane afler reaaling lhe conlents. Bhen he should pasa the enveloPe on Lo
the next  brother  l is ted.  Af ler  a l l  the e lders  have read Che
cor  responalence '  i t  should be proper ly  f i led by lbe secretary .

4. The presitl ing overseer thoulil sign Eost corresPondence aent to tbe
soc iety .  Tbe secretary  wi l I  s ign a l l  remi t . lance forms,  l i terature and
nagazine ora lers '  handbi l l  orders '  and f ie ld  serv ice repor !a .

5.  Let lers  to  lhe branch of f ice concern inq removal  o f  e la lerB and
min is ter ia l  servants  and reconmendat ions regard lng regular  P ioneera are
to be signed by the current congregation Service couEitgee. If one
nenber  i l  absent ,  another  eJ. t ler -nay s ign so the nat ter  may be expedi led.

JITDICIAL COI4MXTTEE I'AITERS !
Ihe secretary  keeps jua l ic ia l  conni t tee records in  a  locked f iLe,

preferably  a t  the Kingdon Ha] l .  Nei ther  he nor  the Pres j . i l ing ovelseer
sbould read correspondence and notes per!aining Eo intlivj,tlual cases
handlea l  by a jud ic ia l  conni t tee of  the congregagj .on,  un less they served
on t.he juaiciel qommiltee handling lbe case. Any infornation tha! ls
typed on jud ic ia l  nat ters ,  inc lua l ing le t lers  to  the Society ,  Y i l ' l '  be
wri.tten by Eomeone on che judicial comrnitcee anal wilf, be Eigned by those
serv ing on sucb conni t tee.  The secrecary onLy f i les  the sealet l
envelopes perlaining !o each case. When a judicial eonniltee handles a
case' lhat conmittee will place all notes anal correspondence concerning
the case in  an envelope '  seal  i t ,  and ind icaEe on the f ront  o f  lhe
envelope the name of ahe individual concerneal. the nanes of, the elders
who seived on the judicial cormiltee, lhe action laken, and the alate of,
tbe act ion.  The envelope shoula l  tben be g iven to  the secretary  for
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fil ing in the conf,idential fi le. When lhe S-?9b caral is relurneal to the
congregation fron the Society' i! nay be Etapled to the outsiale of the
envelope. Thege files shoulal be available only !o the elders asaigneal
!o hanclle lhe case. If there is neeal co open ahese envelopes in the
future '  th is  wi l l  be done by the etders wh6 wi l l  handle th i  caae.  The
jud ic iaL coruni t lee has lhe responsib i l icy  so in forn those who are con-
cerned regard ing aoy rest r ic t ions apply ing to  a  reproved person.  Any
correspondence frotr tbe Society to the congregation deaLing with a
jud ic ia l  qaEe wi I I  be addressed to  tbe chai rnan or  a  nember  of  the
jud ic ia l  comrni t tee,  and the pres id ing overseer  i , r i I l  no!  open auch cor-
respondence but  pass i t  on t l i rect ly  to  the jud ic ia l  commit lee.  See
the Societyrs letter TO ALL BODIES O!' ELDERS alated Septenber 20, 1984
f,or atldilional infornation.

If an elaler hearE a conf,ession of sone ninor lrespass and he
hanalles it on a personal basls r{ith lhe wrongdoer, then it wouLd be good
!o in forn the pres i t l ing oversee!  o f ,  the mat ter .  In  th is  way at  lea6t
l l {g  o f  lhe e la lers  wi l l  know of  tbe nat ler .  I t  may be tbat  lhere are
other  th ings lhat  tbe pres id ing overseer  Is  aware of  regard ing th is
peraon '  anal  tb iE noula l  add to  the p lc ture in i l icat lng fur ther  aggls lance
1s n€ealed,

When a diafell,olrghlpped or disaseociateal person is reinataled, Che
8ecr6 lary  s j .gns the S-?9b card that  is  re lurned lo  the Society  Bhowing
that  there has been a re lna la lenen!  o f  the person.

KEEPING RECORDS SA!'ELY I
A l l  recora ls '  i f  posEib le ,  should be kept  a t  the Kingalon HaI I  in  a

secure p lace so as to  be avai lab le  for  uee by the body of ,  e lder8,
Especia l ly  should a l l  d is fe l lowEbpping and otber  jua l ic ia l  nat ters  be
kept  ag the Kingdom HaI l  unt ter  lock and key t 'o  na in ta in  conf ident la l i ty '
ava l lab le  on ly  lo  lhose autbor ized.

APPROVXNG EXPENDITURES OF THE CONGRECATION:
The pres id ing overseer  wi l l  author ize paynents  of  funds f ,or  the

nornal  operat ion of  lhe congregat ion.  AI I  o t t ter  f inanc ia l  nat ' lers  go to
lhe congregat lon for  a  reso lut ion approved by the na jor i !y  o f  bapt ized
publ lshers pEeEent . - -See June 1984 Our  Kinoalom Min is t rv '  page 3.

APPOINTMENT OF A NEW PRES]DING OVERSEER:
Xf  an appoint .ea l  pres id ing overseer  is  de le tea l  for  any reaaon'  a

substilute presialing overseer should be chosen by the boaly of eldera Eo
serve unt i l ,  lhe next  v is i t  o f  the c i rcu i t  overseer  a t  wbich t ine a
recoNnenalalion vril l be sent to lhe Soqiety. As soon as a substilute
pres id ing overseer  is  chosen '  the Pres id ing Overseer  Change of  Aaldresa
forn (S-29)  sbould be sent  to  che Society  innet l ia te ly  togelber  wi th  a
le t ler  s igneal  by the aerv ice commit tee c lear ly  s la l ing vrhy the change is
neet led.  I f  Che former  pres id j .ng overseerrs  a t ldress was useal  for
l i terature sh ipment  and should no longer  be uEed for  such,  lhe sh ipp i .ng
Address For  L iEerature Only  forn (S-35)  should a lso be sent  to  the
Society .  I f  h is  address was used for  rece j .v ing d is l r ibutors '  nagazines,
a Dis t r ibutorsr  I i lagaz ine Cbange of  Addres6 Only  torm (M-206)  shoula l  be
sent  to  the Soci  e ty .
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APPOINTMENT OF A NSI' SECRETARY:
I f  the  congregag ion  secre tary  i s  de le ted  fo r  any  reason,  the  body

of  eLa le rs  w i l l  se lec t  one o f  i l s  number  to  hoLd the  pos i t ion .  The nane
of lhe brother selected should be senC to the Society imnetliately on the
S-29 Secretary Nane Change forn together ir ith a letter signeal by the
serv ice  corun i t tee  c lear ly  s ta t ing  why the  change is  needed.  I f  fhe
forner  secre tary rs  ada l ress  l ras  used fo r  l i te ra tu re  and/or  d i6 t r ibu tors r
nagazine shipments anal should no longer be ugeal for such' the ploper
fo rn(s )  as  ou t l ined  in  the  preced ing  paragraph shou ld  be  sent  bo  the
Soc ie ty .

CONGREGATION PUBI,IC MEETINGS
The pres id ing  overseer  o r  another  e la le r  se lec led  by  the  body  o f

e lders  shou ld  achedu le  pub l i c  ta lks  loca l l y .  I f  there  iE  a  need,  a
we l l -qua l i f ied  min is te r ia l  servan!  se lec tea l  by  the  boa ly  o f  e lders  nay
aas is t .  As  mat te rs  a re  rev iewed per ioa l i ca l ty '  lhe  bo t ly  o f ,  e lders  nay
of , fe r  suggest ions .

OIHER MATIERS !
M€ not  expes ted  tha t  lhe  secre tary  shou ld  do  a l l  o f  the  c le r lca l

l ro rk  f ,o r  the  e lderEr  mak ing  up  schoo l  schedu les  and Serv ice  l ' l ee l ing
programs '  n r i t ing  cor respondence '  and so  fo r th .  Each one has  h is
aEa lgned a lu l ies .  Where  there  ls  a  neea l  to  hand le  Eoneth ing  no l  covered
by  spec l f i c  ins t ruc t ions  f ron  ehe soc ie ty '  the  loca l  body  o f  e tderg  can
dec ide  bow to  hana l le  the  work  load,  us ing  n in is te r ia l  servan!6  wherever
neceasary ,

I f  the  pres ia l ing  overaeer  o r  secre tary  w i l l  be  away on  gaca!1on fo r
a  ! ine ,  the  boa ly  o f  e tders  shou.Ld  se lec t  one f ron  anong lbe i r  number  to
ac !  as  a  rep lacement  dur ing  lhe  abaence.  Ma i I  and cor resPondence ld i l l
be  hant l lea l  by  the  rep lace tnenc  dur ing  the  t ime o f  absence.

when a  pubt isher  noves '  lbe  secre la ry  o f  the  new congregat ion  w i l l
be  a le r !  to  reques !  the  fo rward ing  o f  Congregat ion 'e  Pub l isher  Recora l
cards  in  harmony w i lh  lhe  d i rec l ion  in  the  Our  Min is t rv  book ,  Page L04.
I f  the  secre tary  o f  the  fo rmer  congregat ion  knows tbe  nane o f ,  the  con-
gregat ion  where  the  pub l isher  has  re loca ted ,  he  can take  the  in i ! ia t i ve
in  sena l lng  the  recora l  cards  a long w i th  appropr ia te  cor respondence eo  lhe
pub l j . sher  can be  we lconet l  and ass is ted  sp i r ibua l " Iy .

I t  i s  our  hope tha t  lhese gu ideL ines  w i l l  be  benef ic ia l  to  a l l
bod ies  o f  e l t le rs  an t l  ass is t  a l l  in  car ry ing  ou t  the  resPons ib iL i l ies
res l ing  upon lhen !o  be  shephera ls ,  loya l l y  car ing  fo r  the  Lordrs  aheeP.

Reat  assuret l  o f  our  good wishes and Chr is t ian love '

Your  brothers,

Zfua*"-'A,$iX,q
o F  N E w  Y o R K .  r r { c .  t


