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o INSTITUTE MINUTE BOOK
- EXPLANATIONS

27 % (1) The Searatary-traasurar should know the rules and regulations governing Women's Institutas, as #
| contained in the Hand Book. .

e wg (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-
B tively according, to dates.
| Minutes should be a clear, concise record of proceeding®. They should be written legibly, The recard of
each item of business should constitute a separate paragraph. The ﬁrst paragraph should state the kind, place ik
and date of meeting, the name of the presiding afﬁcar and the number in attendance. The second paragraph - ol ¥
'_i'-.-'shau]d racard_ tha raadrng of the minutes of the. prewaua meeting and their confirmation, or, if they had been - .. .

k '-;'_'tha close of the previous ‘meeting, it should be. recorded that. tha}r wera rf:ad farr_ mfaratitm
aragraphs. shou] divecord the: buﬁlljlﬂa’:transaatad in order of oceiirfence, .. i
“‘.mg 4 madtion, the name-of *
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e %mmrar shauld be. given and. the rasult af tha vqta shaplei ba
-.J"'-ﬁ-,-z_-*atatnad»—MavadIa Mrs. J. Smlth and-seconded, that......l o seeseesiensCarried:

£ Ifams or aurabara on the programime: shauld be mentioned briefly. A short synapsrs af the: Iacmra or
e d1sc:ussmn should be given. The secretary should not express her own opinion of the programme in the minutes.
If it is desirable to record a complete description of the topic of the programme it should not be included in the

minutes, but should follow them as a special report,

c L A final paragraph shﬂuld record the closing of the meeting.

Minutes should be signed by the secretary and, when confirmed by tha meatmgj they should be srgnﬂd
Lo y tha chau*rnan Tha ramutas are a1gnad as follawsr Attaat Ella Smith, Secy; | L e
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As: far a chmnalagu;al 11at af maatmgs hal::'lj racardm5
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“,',',"*"'lana"tmn of racﬁiiﬂta, that 1% thf:: aauraa fram whmh mana';,r is. raaawad tha rig ht hand page “should caritam a

e Tl e lanatran of axpandlturas, that is, the purpose for which money is axpended The datallad amotints should
. ;__:_Iaa antarad m i:he:lr rarpaatwa columns, far axampla '

5 o . 28 I

| ra;aabar Fees| Grrmts - |:Miscellaneous | Totad

Explanatmris

Statmr‘lary

;I t: E ﬁnanmal atatemmt f:::rr tha yaar andmg March 3 lst is to ba rnade auj; m
Wiz "Ql,':i_:fﬁ G&s]a record, one eopy .m_belﬂg sent to-the distriet secretary and the oth
1 T ';__:_mcl’_trda tha h ;;é the annual mpnrt of: tha

_.'anga on hand ‘according
miary of all receipts, 1 'Eﬁ.’fatavar source, as Well as

t -'":é%_ﬁbalancé anhand at thf: &nd af thE: YE: T v, iR
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F i'i_",_l'f_a fe.a --ewar pa1d aaﬂ whan tha narna was sant to: tha d15 --;f"Et'
~s*a-.na‘ "dumﬂg j;tha year; Get the orrect-name and address of each n metiber. and.

}a nﬂti-.jﬁiand the narﬂa af Mrs. ] 1 Sﬂnth one ?ear and I\irs J ames. S B
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- ws far tha recarda c:lf at least thi‘ae eara Shauld tha spa::a far.;';:""r
1e-searetary Iﬂlght pasta in a numbf;r af b]arrk pagea , "
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