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[EXPLANATIONS AND DIRECTIONS

.: el
..\‘ “

Tns Mmute Bﬂﬂk 18 the ﬂnly bﬂﬂk necessar}r fﬂI‘ keepmg thﬂ recﬂrds in cnnneatmh w:Lth thﬂ

B T

nstltute work  within ‘the: distriet and space i3 provided for. (1) minutes:of the annual. meetis
(2) ‘inutes - of ‘meetings of the executive a,nd directors; (3) record of recmpts and expﬁndltures
7 {4) annual repﬂrt (5)-list of -Institutes with name of secretary Df ﬂa.ch a,nd d'a,y r::f meeting, and

" (6) record of Institute monthly meetings. -

{1) Minutes of Annual Meeting. of the annual meeting should state clearly the
date, place of meeting, the number in attendancﬂ, the name of the person presiding and a report of
the proceedings. It is not required that a copy of the mnutes of the annual meeting be forwarded
to' the Department, although it would be well to make a brief summary of such proceedings on the

back of Form “B #

et (9 Minutes of Exccutwe and Dlrectnrs Mt:etmgs —A]l meetings of the executive and dlrectors
Shﬂu];d be recorded in the'spdce. a.ll::utted f-::nr that purpc}se. It 1S reqmred that concise, but complete,
recmrds of all such. meetmgs be kept. - L |

(3) Gash Acmunt —Under “Explana.tmn partlc:ulars shnuld be gtven”m regard to the SOUTCes
-Ebf receipts. and. purposes of expenditures. Under “Expenses of Meetings” should be recorded only
‘the -expense connécted with. regular meetings. “Officers’ Honoraria and Expenses” should mclude
gl payments for ‘sérvices ‘and fc:-r travelling expenses for oflicers of the Dtstnr:.:t The expenses
incurred in attending the annual area convention should be recorded under “Miscellaneous.”
#Postage and Stationery” should include all outlay under this heading, whether it be for general
currespundence of the District, sending out notices‘of meetings or. -the distribution of publtmty
“migterial, etc. “Prmtmg ard Pubhmi:y” should include amounts paid for programmes, posters and
L potices:-in lmual press;. “Departmental Instruction” should include only the amount paid for the

'..iexpﬂnses ‘of leétiirers sent out: by.the Department “Books and. Permdlcala ShGUld include;all ﬂuﬂa};:__;_;__;:

""f'u' ”f’htérature.,far the.Instltutﬂ ngrm nme; Mlscellanamug” shmuld mclude all 1tems Whlﬂh ﬂﬁnﬂﬂt a.

("—1-)izlt1ua -__Repnrt —The éhstr:tct secretary 15 I‘ﬂSPGIlSlhlE fnr twc:r ﬁna,nma.l statements .ne_.-f':_s;;;}_:':_;_=.:,:';=.;;;'-'
should show: the rﬁceapts and expenditures made under the direction. of the district officers them CL
'selves. ‘Form ™ “A” ‘should be used for this statément. The other should summarize the financial
statements submitted by the Institutes: Form “Al” should be used for this summarized statement. -
S A cc:rrect cmpy ﬂf each of these ﬁnanmal statements shnuld be ‘prepared before entering the;m in the

bnuk

F bl an i'n dlstrmt minute book is to be used in. makmg a summary of the mae:tmgs ‘within ol
"-"‘-'fthe chstrmt fnr the: Yaar. I_Ilformatmn considered of value to -the Departmant should be given under - .

¥t as; “A strong programime ‘has interested more women,” “Small membersh1P M
f;_entmn sh-:‘:l-uld be made of any SPEcla.l wark underta,ken and of valua 35_ e |

: sedre‘t:a.r_les are requested to gwe the exac.t names and addresses ﬂf -': :_-f.}_;-f-_.'fj'-ff:'f
yme of each Institute. Where no address is given, it will be taken .~ . -
:iddressed at: the pmst office curreapnndmg to the name-of the:

:a.n audlted ﬁnanclal State.-_'z..
ry aﬂd the nther (Fr.:rrm “E”-_ E

d "Rﬂﬂﬂl‘d- | of Insﬁtut& Mﬂetmgs_ f';-.'.:_These twn furms epra.:ln{ "
hiaE ‘.:: El‘ than “FI‘ldﬂY” under thﬁ :
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