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EXPLANATIONS AND DIRECTIONS _

Ll Th.ls Mmute: Book s the only bqr_ak necesﬁary for kee: ing the re:cnrds in cannectmn with t .
"-? Insutute work within ‘the ‘district and’ dpace 1s provided fur (1) minutes of the annual mﬂ‘-&-"f’f”“

(2} minutes of meetings of the executive and directors, (3) record of receipts and expenditures;:
(4) annual report,.{5) list’ of Tnistitutes with name of secretary of each and day of meeting, and

. (6) record of Institute monthly meetings. ; AL R

(1) Minutes of Annual Meeting.—The minutes of the annual meeting should state clearly the
o date, place of meeting, the number in attendance, the name of the person PI‘ESldJIlg and a report of :
L the prnceedmgs. It is not required that a copy of the minutes of the annual meeting be forwarded .
oo  to the Department, although it would be well to make a brief summary of such pmc&edmgs on the L
2 TR e bauk of Form “B.” LN

(2) Mmutcs uf Exccutzve and Dlrenturs’ Meetmgs —All meetn;gs of the executive and dJrectnrs
ed ’cfhat concise, but cﬂmplet&,

-rﬂcﬂrds uf all such maetmgs be kept ; - T L N
i :':5.3*_: 7 (3) Cash Account.—Under “Explanation” Paﬁ*tlculars should be given in regard to the sources =
1d be recorded only

L

ot c:rf I‘ECEIPtS and purposes of expenmtures. Under “Expenses of Mﬂanngs" s]]ﬂ_
it  the ‘expense connected with pegular meetings. “Officers’ Honoraria and Bxpenses” should include
'_ all payments for services and.-for travelling expenses for officers of the Diatm:t, The expenses .

incurred in attending the annual area convention should be recorded under “Ivilscellanmus,. ;

“Pnstage and Statmnery” ahmuld include all outlay under this heac ~whether it be for §

dmg out nntmﬂs of meetmgs ﬂrte dlﬂtribution of pubhclt'jr
| ) posters. azmi

fention shﬂuld be_made
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ere no. asw giv '
E& cﬂrmspmndmg to the name ﬂf the

Efﬁl'ﬂ, covers a. permd of three yea.rs All the forms are in
_bmk and the perforated copy to be forwarded to the
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