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(1) The Secretary-treasurer should know the
contained in the Hand Book.

(2) Minutes—The blank space allowed for m
should be used to record ALL meetings connected wi

tively according to dates. ,
Minutes should be a clear, concise record of p:

each item of business should constitute a separate pai
and date of meeting, the name of the presiding office
should record the reading of the minutes of the previ
approved at the close of the previous meeting, it sl
Succeeding paragraphs should record the business tran:

In recording a motion, the name of the mow

stated—Moved by Mrs. J. Smith, and seconded, that.... -
Items or numbers on the program should be
discussion should be given. The secretary should not
- If it is desirable to record a complete description of t
minutes, but should follow them as a special report.
A final paragraph should record the closing of tl
Minutes should be signed by the secretary anc

by the chairman. The minutes are signed as follows: Atte

(3) LI-St ﬂ{ Meet;ngs HE'C!—TIIE second sectis |
the place of meeting, attendance anc number of addres

(4) Cash—The next section is for a record of «
explanation of receipts, that is, the source from which
full explanation of expenditures, that is, the purpose fi
be entered in their respective columns, for example

Left-H
Date Explanations )
Mayild Members’ Fees $8.50, Township gran
aurrespﬂnding g
Expe
o - ) -Meeti;lgs-,
Hall Rents,
Date EXPLANATIONS Eiinscon
Services, etc.| .
May|15 Smith’s Book Store
May|16 Post Office g

(3) Financial Statement—The financial staten
duplicate in the section following the cash record, or
left in the book. This statement must include the |
previous year, and must also contain an accurate su
the expenses for the year and a statement of the balanc

(6) Officers and Directors and Membership L
space allowed for purpose. Do not enter any names
paid. The names and addresses of new members may
each year in the space allotted. Indicate when fee
secretary, and do not duplicate same during the year
always record it in the same way. Do not send the n
the next, |

Note—The space in this book allows for the
minutes not be sufficient for any Institute, the secretary




