INSTITUTE MINUTE BOOK #
EXPLANATIONS

(1) The Secretary-treasurer shauld know the rules and ragulatmns governing Wﬂman s Institutes, as 7o
cnntamad in the Hand Book. | a‘r e

~ (2) Minutes—The blank space allowed for minutes le “Monthly, Executive and Directors’ Meetmgs
should be used to record ALL meetings connected with the Institute. The minutes should be entered cnnsecu-
tively according to dates.
. Minutes should be a clear, concise record of proceedings. They should be written legibly. The record of i
each item of business should constituie a separate paragraph, The ﬁrat paragraph should state the kind, place..
_____ ~and: date. of meeting, the name of the presiding officer and the number in attendance. The second paragraph
;'-ahauld racard;tha reading of tha minutes of the previous meeting and their confirmation, or, if tha}r had baaa
*- . the ‘close of the' previous meeting; it should be recardad that they: were. raad far' ntorm
_f._i.._-..,_-agraphs should record thé business transacted in order of bccurtence, T S B
1 recording: a motion, the name ‘of the ‘mover should be given and the result of tha vatc shauld be:
---f-'"f-f;__jﬂvﬁd by Mrs. J. Sm1th and seconded, that.........cccorveievveceesnsnicinnon.Carried. - -
o Trems, or ‘numbers on the programine shnuld be mentioned briefly. A short synopsis of the Iecture or it
chscusslan should be given. The secretary should not EXPress her own opinion of the programme in the minutes.:
It it is desirable to racard a complete description of the topic of the programme it should not be included in thf:?a:
Imnutas but should follow them as a special report,
A final paragraph should record the closing of the meeting. &
- Minutes should be signed by the segretary and, when confirmed by the maetmg, they should be signed:
. .,.f\j-,;a chmnman. The: nuautes are mgnad ag fallaws.Attast Ella Smith, Secy. - ulc be signec:

‘3 ;_-_:-lst uf Maatmgs Haldr—Tha second” section is for a chrnnnlaglcal hsst of maatmga hald rac:ar e
__]aaa of: maamng, _atteqdanca and numbe:r of addrasaes - - P k.

:h-——-Tha hext: sacaan 13 fora racard of aash transactmna The laft-haad paga shau.ld mntam a full
receipts, that 15, the source from which money is raaawad the right-hand page shoiild contain a
ull €3 n of .,axperralﬁuras that is, the:purpose for which money is axpandad The detailed amounts should .
.ba- antarad m than: raapectwa calumna __far axampla i - . |
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emrd 'namas and addrassaa af aﬂicars aach caf m
int ,%,'_a mambarshlp section until the fee of 50¢ has been |
h__".;flaa addad aaah year and the ranawals ahauld be racardf:d

i  correct name md addrass of aach member and
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