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v 1, INSTITUTE MINUTE BOOK
;k I ~ EXPLANATIONS

pir’*":' g (1) The secretary-treasurer should know the rules and regulations governing Women’s Institytes. sa
ji?;féré‘f‘i?'?‘_-if*‘ mntamed in the Hand Book. 4

S S
W (2) Minutes—The blank space allowed for minutes of “Monthly, Executive and Directory’ Meetings” -

i " ghould be used to record ALL meetings connected with the Institute. The minutes should be entereq consecu-

Qiﬁﬁ ) twely according to dates.
RS Minutes should be a clear, concise record of proceedings. They should be written legibly. The record of

ﬁﬂn‘fz each item of business should constitute a separate paragraph. The first pa.ragraph should state th e kind, place

ety 'and date of meeting, the name of the presiding officer and the number in attendance. The second paragraph
PRI should record the reading of the :mmuteS of the prev:lous meeting and their confirmation, or, if they had been
@;'.-_ﬁf._;‘:;—':'-;.;ﬁ;_ pproved at the close ef the previous meeting, it should be recorded that they were read for information.
f{n '5"'-;' Y ";{ Succeedmg paragraphs should record the business transacted in order of occurrence.

. 5 ,H" i In recording a motion, the name of the mover should be given and the result of the vote should be
A ; -..L. sta,ted-*Mﬂvedb Mrs. J. Smith, and seconded, that.............cccreuueeeernunenee.....Carried.

if-"fk:t.h. *5 . ", Items or numbers on the programme should be mentioned briefly. A short synopsis of the lecture. or
i G, d cussion should be given. The secretary should not express her own opinion of the programme in the minutes.

W ' '
i “5’“: T is desirable to record a complete desenptlen of the topic of the pregramme it sheuld not be included in the

. ‘I:II:J L ‘Lt1 " . | r-ﬂ

hif'f‘ | i.} ﬁnmtes ‘but should follow them as a special report. -
gf'%"iw !f" Pl‘ﬁna.l paragraph should record the closing of the meeting

'f'?“u,. ' " Minutes should be signed by the secretary and when cenﬁrmed by the meeting, they shou.ld be signed
f,#ﬁ chairman. The minutes are signed as follows: Attest: Ella Smith, Secy.

bg; fhe
i . (8) List of Meetings Held—The second section is for a chronological list of meetings held, recording
¢ plage of meeting, attendance and number of addresses.

10 *’* Hit %) Cash—The next section is for a record of cash transactions. The left-hand page should contain a full
"+ (explanation of receipts, that is, the source from which money is received; the right-hand page should cdntain a
atte o o ol @ﬁﬁhnatmn of e:xpendltures that is, the purpose for which money is expended ‘The detailed. amounts should. -
(i bgigntered in their respective celums, fer example | .
A A Left-Hand Page . ' o
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Explanatmns e Members' Fees| ” Grants o }_riiseellaneeus an-L_ R ‘ﬂ;
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21 €] —The ﬁnanc1al statement fer the year ending March 3151: is to be f at;le out 111 51}‘[}2?-.
ection followiig the ea.sh record, one copy being sent to the district secretary anj.th Ye o
Tk, staternent : mu'st include the balance on hand according to the annual repprt of the gl
M gt @lso-gontain an accurate & __'_'aryzof all rece1pts 'rom whatever source, as well ﬂ’ |

.......... yfopithe year and a $ta 1; of the balance on hand ;_a,t the end ._ftheyear. “

cergaiid Directois;and Membeis 'i'p Lt -Record nameés ahé'*adsses of eﬁcers

llowad Tor ‘Prtpese, 1o ot ente any 'ini the :tnbershlp sec@'e n pntil the fee of. 106382
,m__, gddyesseg of fiew fMmenml -' 8 Ty ,-1?,@ a,dded each yea:st‘ ,g.nd he renewals should e TECDEE
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