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Stated——Mﬂved by Mrs. J. Smith, and seconded, that

full explanation of hoth receipts and expenditures;
‘Purpose for which it is expended. The

500—Jan., 1944 (C2674)

INSTITUTE MINUTE BOOK
EXPLANATIONS

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

(2) Minutes—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-

approved at the close of the previous meeting, it-should be
Succeeding paragraphs should record the business transacted in order of occurrence.

ing 2 motion, the name of the mover should be given and the result of the vote should be

Items or numbers on the programme should be mentioned brieifl}r: A short s

(3) List of Meetings Held—The second section is for a chronological list of meetings held, recording
the place of meeting, attendance and number of addresses '

(4) Cash—The next section is for a record of cash transactions, The left-hand Page should contain 3

that is, the source from which money 1s received and the
detailed amounts should be entered in their respective columns, for

Left-Hand Page

| Date ; Explanations Members’ Fees

May|15 Members® Fees $8.50, Township grant $10.00 8 {50
May (28 Expenses—Mrs. Allan to District Annual $3.45
May 30 Postage $1.00, Study book $1.50

Receipts

Grants Miscellaneous Total

10 (00 . 18 |50

) Meetings Ofﬁcqrs’ Postage D I ;
all Rents, etc,| Tlonoraria and | Stationes cpartmental| Books and | Community |, . -
Hall Sﬁntﬂ, ete, Expenses Pub]il;?tyy Instruction _ Periodicals | Activities * | Miscellaneous Total
l ‘ 3 [45 345
1100 | 1150

2 |50

r the year endiﬁlg April 30th is to be made out jn
"o : : » O1€ copy being sent to the district secretary and the other
left in the book. This statement must include the balance on hand according to the annugl report of the

wimary of all receipts, from whatever source, as well as
ance on hand at the end of the year,

Note—The Sp

i ace n this book allows f
minutes not be suffic iows for

‘ : the recofds of at least three vears. Sh
ient for any Institute, the secretary might paste in a numberyuf bla pages " tPace for
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