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TITUTE MINUTE BOOK
EXPLANATIONS

o (1) The secretary-treasurer should know the rules and regulations governing Women'’s Instltutes, as
-+ contained in the Hand Book.

L (®) Mlnute:s——The blank space allowed for minutes of “Monthly, Executive and Directors’ Meetings”
" . should be used to record ALL meetings connected with the Institute. The minutes should be entered consecu-
s B tively according to dates.. - - '

o s Minutes should be a clear, concise record of proceedings. They should be written legibly. The I&Gﬂrd Gf
_eachltem of busmess shrzsuld cunsutute a separate paragraph. The ﬁrst paragra,ph should state tha L S
md ‘of méetin e of: the pramdmg officer and. the number in a_.ttendanc&, ‘The secor
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i Ttems or nu ' ﬂlﬂ 'Pri:igramme shnuld be menmned bneﬂ A shnrt Hynﬂpm Df th& lecture -lﬁilf*'-‘*- iy
dmcussmn :shnuld:_‘be:__ grven* The sécretary should not express her own opinion of the programme in the II]IIlILtBS

t:ds desirable to record a complete description of the topic of the programme it should net be mc]uded in fhe S
Ut ,--~:-but shauld ful]uw them as a special report,. e A B e S
oA fina h shmuld recmrd the clﬂﬁm ﬂf the meetmg




