EXPILANATIONS.,

(1) The Sceretary-Treasurer should familiarize herself with the rules and regulations
coverning Women’s Institutes as contained in W. I. Hand-Book.

| (2) The blank space allowed for Minutes of ‘‘Monthly, Executive and Directors’
I Meetings?’? should be used to record ALL mecetings, of whatever nature, connected with

i the Institute. The minutes should be entered consecutively according to the dates on
ﬁ which the meetings are held.

: (3) The sccond section 1s for a tabulated record of meetings. This record should
: correspond with the reports sent from time to time by the Branch Secretary to the Distriet
J Scercetary (on blanks supplied by the Department for the purpose), and should contain

the place of meeting, attendance, number of addresses, brief remarks as to speakers and
subjeets, weather conditions (when unfavourable), counter attractions, ete. Special lines
of work should be briefly reeorded and reported through the District Secretary or direct
to the Department.

(4) The next section is for a record of cash transactions. The left-hand page should
ontain a full explanation of both receipts and expenditures; that is, the source from which
woneys are received and the purpose for which they are expended. The detailed amounts
Sould be entered in thelr respective columns, on the right-hand page.

SAMPLE OF LEFT-HAND PAGE.

1918,

Deec. 30—Aem. Fees, Dec. 1 to 30—$8.50; Township Grant, $10.
Jan. 8—Expenses of Mrs. A. 1n attending Conventio», $3.45.
Jan. 10—Queen’s Iotel, Board for Delegate, $1.25; Postage, 20ec.

SAMPLE OF CORRESPONDING RIGHT-HAND PAGE.

RECEIPTS. EXPENDITURE.
Lecturers’ Post 1 ' |
_ , 2R | " |
Membg’ Fees I'otals | Expenses and SG: Ebe an‘c ' Miscellaneous | Totals
- \:‘fﬂﬁes a IDI'ILI‘}- | ’
» | |
380 $18.350 | o |
83 | $3.45
$1 25 .20 ‘ | 1.45
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_ (5) L financial statcment for the year ending May 31 1s to be made out in duplicate
i the sect,, fo]lowing the cash record, one copy being sent to your District Secretary and
the other L 4y, the hook. This statement must inelude the balance on hand according
to the anmy y.an61t of the previous year, and must also contain an aceurate record of all
receipts, 1r¢ whatever source, as well as the expenses for the year and a statement of
the balance }a51q at the end of the yecar. This statement must be certified to by two
auditors Hl]d.Y the Sceretary-Treasurer.

(6) Reeo \qmes and addresses of officers éach year in space allowed for purpose. Do
not enter any,,,.q in the membership list till the fee of 25 cents has been paid. The list
of members 11 {0 heginning of each year, June Ist, should be recorded as the fees are
; paid on a newg,,a Indicate when the name was sent to the District Seeretary. and
i o not dﬂpli_@ﬂ- Zame during the year. Get the correct name of members and :‘?ti"u‘!."ayg
record them N\ came way. Do not send the name of Mrs. J. T. Smith one year and
Mrs. James Smlyp . next or Mrs. (Rev.) or (Dr.) Smith some other time. This is con-
fusing in the deﬂtment, and the Distriet Sceretary is unable to tell whether it is one
and the same pely 43 g new member. Give the date of entry; also the date upon which
fees were entered the cash book.
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