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e a | EXPLANATIONS

- (1) The eeeretary-treaeurer should know the rules and regulations governing Women’s
Institutes, as contained in the Hand Book.

B . ~ (2) 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 consecutively according to dates.

£ L ~ Minutes should be a clear, concise record of proceedings. They should be written legibly. The

B -récord of each item of business should conatl“l:ute a separate paragraph. The first paragraph aheu]d
'/ - gtate the kind, place and date of meeting, the name of the presiding officer and the number in
; attendance. _The second paragraph should record the reading of the minutes of the previous meet-
- . ing and their confirmation, or, if they had been approved at the cloge of the previous meeting, it
o .ghould be recorded that they were read for mfermatlen. Succeeding paragraphs should record
i, : ~  the business transacted in order of occurrence. .

‘.. -, In reecording a motion, the name of the mover should be given and the reault of, the vote should

L e, e stated — Moved by Mrs. Smith, and seconded, that . . . . Carried.

R W Ttems or numbers on;the programme should be mentioned briefly. A ahort synopsis of the
_leetare or dJacuaslon should be given, rather than a description voicing the secretary’s opinion of the

e ifem If it is desirable to record a complete deecrlptlon of the topic of a programme (including a
. » full deseription of its procedures, field of subject matier surveyed, benefits derived and expected

T results), 11f should not be included: in the nunutes, but should fOllOW them as a special report.

P O A final Dail'aga'aph should record the closing of the meeting..

Al o - Minutes should be signed by the eecretary and, when confirmed by the meetmg, the:,:r may be
I = si@eﬁ by. the ehairman.-

1 ek (3) The second section is for a chronological list of meetings held. Thls record should contain
PN el i th@ place of meeting, attendance and number of addresses.

PENE R (4) Fhe next section is for a record of cash transactions. The left-hand page should contain
S HOTE a2 ‘f,]m]l explanation of both receipts and expenditures; that is, the source from which money i
IR aeamd amd, the purpose for Whmh It is expended The 'detailed amounts ahould be entered in‘ thelr
g Iﬁameamme fealumne. - E ; , ! , ,
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A AT - Dee. 30 -—-Membere fees, $8. 50'; Tewnahip grant, $10. 00 |

e L L " Jan. 8 - Expenses of Mrs. A. in attending cenventmn $3.45. . . - - o

Zgﬂh“* Sl Jan 10 SR Queen s Hotel, Board for Lecturer, ?1 25, Postage 20¢. -
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v ' (,5%) The ﬁnaaeial ti;ement fer 1:1;& 3ear endfmg Apr;ll Oth is to be made out in duplleate in
LA ﬁghg ;ggaﬁ@ following the cash record. diie Copy being sent to the district secretary and the other

e Tofk 4 in the bopk. -This staterment must. Include the balance oy hand according to the annual report -
mmary of all recelpta, from whatever

bl ';, - @[P- lie; previeus year, ond must algo contain an accurate sul

*"m .+ gouice, 8¢ well as the expenses Tor the year and a statment of the balance on hand 'at the end of
:_,;;;“gﬂ ’éﬁa j@@ A correct copy of the annual statement shauld be made before it is entered 6n the form,
el 3 ea@;]i‘! unt being entered ; exagtly opposite the heading to which it belongs.

8 'f':."" . . (Eﬁ@ Becerﬂ’ names and addresses of officens "each year i
A ‘@ﬁfﬁ'ejf any namgg in the membership «E eetion until the fee of 26¢ has been paid. The names and
T ded eaeh year, and rene]vf Is should be recorded each year in

ST -'.""dﬁﬁesaee ot aew mempens may bie ad |
TR ce allotted, T '-"‘,_.,.;mte w‘hea fee was pald anei when the mgme wag sent to the district seere--
o B g ﬂa‘% M@E d ',1,;“ atie saie dw;ag, the year. Get the aarf ¢ name and a,ddreae of each-member -
A sepid it o i the same way Do not eend thé* éf Mre J Smith one year and
v e YIRS, Jam P _,"ff’fh %heh :_mam.; | i ¢
AT g lmateam- The spaee in this book allewa for the' re@ezada& at Easft three years. Shﬂﬂld the space

1 ___.es not 7lae auﬁerem fer a:ﬁy Imstltuﬁe, the eecreta:ey ‘nﬁg 't+paste in a number ef blank pages

space allowed for purpose. Do not '
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