~_ BRANCH MINUTE BOOK
' ' EXPLANATIONS

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

(2) The blank space allowed for minutes of “Monthly, Executive and Directors’ Meetings”
should be mwsed to record ALL meetings connected with the Inetltute. The minutes should be
entered consecutively according to dates.

Minutes should be a clear, concise record of proceedings. They should be written legibly. The
record of each item of buemese should constitute a separate paragraph. The first paragraph should
state 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 close of the previous meeting, it
should be recorded that they were read for information. Succeeding paragraphs should record

the business transacted in order of occurrence.

In recording a motion, the name of the mover should be given and the result of the vote should
be stated — Moved by Mrs. Smith, and seconded, that . . .. Ca.rrled

- _Ttems or numbers on the programme should be mentioned briefly. A short synopsis of the

- legcture or dleeueelen should be given, rather than a deseription voicing the secretary’s opinion of the

. dtem, I itis desirable to record a complete description of the topic of a programme (including a

o fall degeription of its procedures, _ﬁeld of subject matter surveyed, benefits derived and expected
resy ,te@, tut should not be iticluded in the mmutee, but should fellew them as a special report.

gA, paragraph should record: the closing of the meeting.
1_r|z;tee; should be signed by the secretary and, when confirmed by the meeting, they may be

| sighed by the chairman,
(8) The second section is fer a ehrenelegleal list of meetings held. This record should contain
f the plae e‘f‘ meehng, attendance and number of addresses.
o 4@ e next gection is for a record of cash transactions. The left-hand page should contain
9 full mlhneﬂeem of both receipts and expenditures; that is, the source from which money is
. reeeived and the pm:peee :Eer' which it is expended, The detailed amounts eheuld be entered in their
regneﬁtiﬁve ee-." mns. .
' Salllllle Entries on Caeh Pagee -
]Dee‘. 3@ —-Me‘.'m?bere feee, $8.50; Township grant, $10. 00

B S e ey Jaam 8- Expenses of Mrs. A. 111 attending convention, $3.45.

k e Jai 10 —:@ueen?e Hetel, Beefrd for Lecturer $1.25; Posta,ge 20c.

[P i, ;:;'_:.u.h.:.-,’ﬁ B@@Dﬁﬂ R T Expendltures o

Pg:;;g;;;ﬂ | Ig;;g;;;g Miscellaneous |  Totals

. .~$ 20 | $]_,;5 N $1.4-5.
ﬂql; ;ﬁei?; _@hg ye@r emlm Aprll 30th is te be mede elit in dupllcete in ‘-
- 9 B g Hhe Ga?ﬂ‘]i Trecond, one copy bemg' gent to the district secretary and the other
SR g "Thitsy statemenit. inust. inchide the balance on hand according to the annual report -
*”"e*re 3t also: eejtﬂ;an”ﬂe an accurate suminary of all receipts, from whetever.
D 5 for the year atid & statment of the.balance’ on hand at the end of
o iniial sﬁa,t‘ememt should be made before it is entered on the form, -

d exactly epposite the heading to which it belongs. |
M ) @iid adduesses , off @ﬁﬁ@&ljﬂ eee,,h year it space allowed for pumeee. De nof
g " chibershii geg On mtill the fee of 25¢ has been paid. The names and
ks - 857 B :' | gt v, -and xenewale eheuld be recorded each year fle, |
7 7 ] |
AT wheti fee 3 ,_ | d When: t}he ;ﬁarﬁe WaS Ieen_.t to the dmtriet gecres
lnu_e‘-*.g, 2d @& n ) W .@ *‘ﬂe&eee:“ the i’Fa:me ef M‘m 3.8 .h .

A s ' Mot =T 2 thid Imeﬂﬁ a‘ﬂ’@ " ﬁe& 3 neeerdel of at leaet tlwee ’?e“ere ‘Should the s@aee-

i‘:ff for any Tnst
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tute t e seb‘i'etery might paete m a number ef blenk pag‘es! '
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