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Instructions to Secretary

Send to the County Extension Office and County MAEH Chairman a carbon copy of the following:
Ri i aaiali e ~—Extension Group Program—Page 1la.

e R —Group Officers and Enrollment—Page 2a. (One copy to State Membership Chair-
man by Oct. 15.)

c. Immediately after each meeting—Secretary’s Report.

. On Attendance Record page 3, mark members present at each meeting. Count members and visitors
in Total Attendance. Children are not counted as visitors. If secretary is also treasurer, she may
wish to keep attendance and dues paid on page 17.

Secretary’s Report

a. Report ALL MEETINGS, including social meetings.

b. Fill in blanks, top part of each page.

c. Under Report of educational program: Respond to each question.

On front of page, under Business Meeting :
include presence of regular chairman or substitute; approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom they were made and seconded, and action
taken (carried or lost).

d. Send carbon copy of report to County Extension Office and County MAEH Chairman after each
meeting.

. Read and file communications. Write official corespondence.

Cooperate with news reporter by assisting her in preparing local publicity. Clip news items and
attach to secretary’s monthly report.

Pass secretary’s material to successor upon completion of your term. This book is the only permanent
record of the activities of your group.
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Send duplicate copy to County Extension Office and to County MAEH Chairman by




Dates to Remember

List here other events that will be of importance to your group—such as the county fair, College Week

at Michigan State University, leader training meetings, special interest meetings for all women, special
workshops, etc.
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Send duplicate copy to County Extension Office and to County MAEH Chairman by




Dates to Remember

List here other events that will be of importance to your group—such as the county fair, College Week

at Michigan State University, leader training meetings, special interest meetings for all women, special
workshops, etc.
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DATE TOPIC LEADER HOSTESS AND PLACE

September
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Send duplicate copy to County Extension Office and to County MAEH Chairman by




Dates to Remember

List here other events that will be of importance to your group—such as the county fair, College Week
at Michigan State University, leader training meetings, special interest meetings for all women, special
workshops, etc.
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Attendance Record
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Date....... MAEH Study Group

Secretary’s Report

Topic : TSN SRR, ETNY. G IPRE T T YW L |00 e Sl NS S L Lo
Persons presenting educational material — 1.... 2
Place of meeting........ccoooioiiiiee. Hostess.
Attendance: Members............... Visitors. ..ocooeeeeuce.. 07§ ) RTINS LA ST L
Date of next meeting... Place. i ittt et HGSEaES.. ;. s i
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped.....ccocoemeieceoieceiiie et scememccenas ca bl Sl o S L L S ey

BUSINESS MEETING — Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, blackboard) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons —

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Potal Q. oo -

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.,
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Date MAEH Study Group

Time

Secretary’s Report

Topic

Persons presenting educational material—1 ak 2
Place of meeting Hostess

Attendance: Members Visitors Total
Date of next meeting Place.....oooeeeeemee Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total $

Expenditures for month

Balance on hand $

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topio
Persons presenting educational material—1 s 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New mMembEers......coceeeemeemrecemrmememee s smsmsten et nnees

Members dropped....oooooeeeeeeeee

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting. $

Income for month

Total $

Expenditures for month

Balance on hand §$

P

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material—1.. 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include sip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total $

Expenditures for month

Balance on hand §$

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group...

Time

Secretary’s Report

Topic
Persons presenting educational material—1 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting Place Hostess.
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting. $

Income for month

Total §

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic

Persons presenting educational material—1 2
Place of meeting Hostess

Attendance: Members Visitors Total
Date of next meeting Place Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting,




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total §

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.




Date MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material—l............... E 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting Place s Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total $

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group..

Time

Secretary’s Report

Topic
Persons presenting educational material—1... 2
Place of meeting Hostess.
Attendance: Members... Visitors Total
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting 3.

Income for month

Total §

Expenditures for month

Balance on hand §$..

Send duplicate copy to County Extension Office and County Chairman after each meeting.




Date MAEH Study Group £ S e

Time

Secretary’s Report

Topic

Persons presenting educational material—l.............. 2
Place of meeting Hostess

Attendance: Members Visitors Total
Date of next meeting Place Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total

L

Expenditures for month

=

Balance on hand

Send duplicate copy to County Extension Office and County Chairman after each meeting.




Date MAEH Study Group

Time

Secretary’s Report

Topic e S S G -

Persons presenting educational material — 1........ 12

Place of Meatifg i i ciienmnniiiio it iaassstesiasits Hostess

Attendance: Members.....ooooieoeeeeeeeeeeeaceeanes Visitors. .o Total s

Date of next meeting........cocooooerereenene. Place......coi 28 viisiiies HOBtERS. .....ovuvassmmasimscussmssnnsamamanes
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Members dropped.. : R e e

BUSINESS MEETING — Include name of presiding officer, approval of previous minutes, treasurer’s
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Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total $§

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.,
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Date MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material—1 2

Place of meeting Hostess

Attendance: Members Visitors Total

Date of next meeting Place Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
D\ (s s ot o s (00} AT S S N, NI O R WD G N g VDS LR - S0 S il 8 St BRI e

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, blackboard) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons —

TREASURER’S REPORT

Balance on hand previous meeting............

Income for month

Total $

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting,
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Date MAEH Study Group...

Time

Secretary’s Report

Topic
Persons presenting educational material—l. ... D e et s Pl b in it eSS
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting Place Hostess, -
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include sip code (TEL.)

Membership changes:
D YU

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed
SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting),

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting,




Date MAEH Study Group

Secretary’s Report

Topic

Persons presenting educational material—1l. ... 2
Place of meeting Hostess

Attendance: Members Visitors Total
Date of next meeting Place Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total $

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting,
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Date MAEH Study Group

Time

Secretary’s Report

Topic

Persons presenting educational material—1 2
Place of meeting ..o iilicaiimnisiivissirdittoanaibii sansaitin Hostess......occovemeee
Attendance: Members Visitors Total
Date of next meeting . Place........ Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New tnembers. ... .aifaich e laml e b o iy et i

Members dropped.. SO £ T W SPNIT . W I SR it ORI SRR

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SHECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Expenditures for month

Balance on hand $

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

g iy o) (oo N SO VTR A M T e e o
Persons presenting educational material—1.. ... RN SIS P L )
Place of meeting Hostess
Attendance: Members.................... Visitors Total
Date of next meeting Place 3 Heetess: ... it i
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
NEW MIEmMBeOPs .. e e e i o

Members dropped..

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total $

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting,




Date MAEH Study Group

Time..

Secretary’s Report

Topic e s S e R e e e e L i ML BT s
Persons presenting educational material—1....._.__._.. 2
Place of meeting Hostess
Attendance: Members Visitors Total i i
Date of next meeting Place Hostess. o =
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total §

Expenditures for month

Balance on hand $

Send duplicate copy to County Extension Office and County Chairman after each meeting,




%a

Date MAEH Study Group...........

Time....

Secretary’s Report

Topic....
Persons presenting educational material—1... ... D e e
Place of meeting 2 a1 11 SO SR MRS, TSNS
Attendance: Members. ... Visttors....... is it i 103 - 1 e DN VU S Mt YO
Date of next meeting.......cooooereeeeece. Place:. ol aiiiniimstn HOStESS. ..nceeceemeeeecenecemeaeancceennas
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New. embers Latsndenions ot i ainil s

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total §

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material—1 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:

New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting. ... TSSO RO S SOOI e . SRR L.

Income for month » e ol s

Expenditures for month

Balance on hand $............

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group..........

Secretary’s Report

Topic.. oty Bt il
Persons presenting educational material—1. .. s AN Bt SRR MRS o S B
Place of meeting Hostess: el b
Attendance: Members Visitors............. Total
Date of next meeting. ...l ennies Place, ot iinSiassaae Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:

N O IT1EINID LS oo ceeecmeeeoeeeammmsesmsesemmmeritesssmsesmmeesmceesmtesmeeeesmmssssmssssssesessesssmtssssmiesscescmessssmeesassiss

Members dropped..

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

T SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting...................oooooooeiiii $

Income for month. . e

Total §

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date. MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material—I1. i
Place of meeting Hostess
Attendance: Members * Visitors Total
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting....... . S SN USRI ) LA S

Income for month

Total §

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.




10b

Date MAEH Study Group..

Time

Secretary’s Report

Topic

Persons presenting educational material—I...... 2
Place Of MeEting i Hostess

Attendance: Members Visitors Total
Date of next meeting Place Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting AL

e T A R S S R S S s M

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic

Persons presenting educational material—1 2
Place of meeting. Hostess

Attendance: Members Visitors Total
Date of next meeting Place Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, apj:roval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting............ococooo..._.____ $.

o R R SRR NI ¢ (RN . RN 0 ORI O S

Expenditures for month

Balance on hand $..... . .o

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material—I.... 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed
SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting 3 $...

Income for month.

Total $

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date : MAEH Study Group

Secretary’s Report

T OPAO oo i R 00 A e St i S i b S5 S bl RS e B AL RS TSR
Persons presenting educational material — 1 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting . . Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING — Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed
SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting............... S

Tocome FOr TOBRN . ettt

Total $

Expenditures for month

Balance on hand §..

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date.. MAEH Study Group

Time

Secretary’s Report

Topic

Persons presenting educational material—1 2

Place of meeting Hostess

Attendance: Members Visitors Total

Date of next meeting.. Place... Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped...

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, blackboard) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons —

TREASURER’S REPORT

Balance on hand previous meeting AN S L IR AR

Income for month

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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General comments and other things your group would like to do or learn in connection with this topic? |
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Date MAEH Study Group.

Time

Secretary’s Report

Topic

Persons presenting educational material—1 2
Place of meeting Hostess.

Attendance: Members Visitors Total
Date of next meeting . Place Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed
SECRETARY

Send duplicate copy to County Extension Ofiice and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting...................._______ i, s

Income for month

Total $§

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material—I1 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed....
SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting. B

Income for month

Total $

Expenditures for month

Balance on hand  $...ooooooeo

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group..

Time

Secretary’s Report

Topic

Persons presenting educational material—I1 2
Place of meeting Hostess.

Attendance: Members Visitors Total
Date of next meeting Place Hostess

(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extcnsion Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting..................... Pt dnde s i

Income for month

Total §

Expenditures for month

Balance on hand  $...oooooo

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic...
Persons presenting educational material—1 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting. ..o meeceeeeeeeeece Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed
SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $..

Income for month

Total $

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.

I
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Results from previous educational programs (ask members to report on this during business meeting). :
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Date MAEH Study Group...

Time

Secretary’s Report

Topic

Persons presenting educational material—1 2
Place of meeting Hostess.

Attendance: Members Visitors Total
Date of next meeting Place Hostess

(NAME? Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting............. R SN OR I VA0 L M AT 6 ST S Y

Income for month

Total §

Expenditures for month

Balance on hand $§

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic.
Persons presenting educational material—1 2
Place of meeting Hostess
Attendance: Members Visitors Total
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed
SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting $

Income for month

Total $

Expenditures for month

Balance on hand $§

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material—1 2
Place of meeting Hostess.
Attendance: Members Visitors. Total
Date of next meeting Place Hostess.
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting. o

Income for month §
Total §. 1

Expenditures for month

Balance on hand §$

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material—1 2
Place of meeting Hostess.
Attendance: Members Visitors Total
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:

New members

Members dropped

BUSINESS MEETING—Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed
SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, black board) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons—

TREASURER’S REPORT

Balance on hand previous meeting » M C L IR TE PR S

Income for month

Expenditures for month ... .

Balance on hand ...

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

G b 1y U O Stk Tt 00 B R

Secretary’s Report

O O P e commmosn ek 0 o e ot e S ol b L 550550 AR My i kb bbbt
Persons presenting educational material — 1 2
Place of meeting Hostess
Attendance: Members Visitors Total.dblb vl i
Date of next meeting Place Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members

Members dropped

BUSINESS MEETING — Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed..

SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, blackboard) were used?

In what ways did those present participate in the program? (Can be discussion, or other.) |

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons —

TREASURER’S REPORT

Balance on hand previous meeting e A e $.

Income for month
Total $

Expenditures for month

Balance on hand $§

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group
Time

Secretary’s Report
Topic

Persons presenting educational material — 1 2

Place of meeting Hostess

Attendance: Members . Visitors Total
Date of next meeting Place . Hostess

(NAME) Use husband’s
name or initials & first name

Membership changes:
New members.

(ADDRESS) Include zip code (TEL.)

Members dropped

BUSINESS MEETING — Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed..

SECRETARY

Send duplicate copy to County Extension Office and Courty Chairman after each meeting.




EDUCATIONAL PROGRAM
What illustrative materials (demonstrations, films, skits, posters, blackboard) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting).

Suggestions for other lessons —

TREASURER’S REPORT

Balance on hand previous meeting $.

Income for month

Total §

Expenditures for month

Balance on hand §

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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Date MAEH Study Group

Time

Secretary’s Report

Topic
Persons presenting educational material — 1 2
Place of mieeting. .../ ... ciidiidunis ree HHOBEES. ..o eiemcecacamainasaencasnatsnamsnnamanansassnen camame s seapmneaenn
Attendance: Members Wy AT e T Visitors Total
Daté of next meeting.........iiciaiiisiii Place....... Hostess
(NAME) Use husband’s
name or initials & first name (ADDRESS) Include zip code (TEL.)

Membership changes:
New members......cccccoeiooerrneeerccceeeenene

Members dropped

BUSINESS MEETING — Include name of presiding officer, approval of previous minutes, treasurer’s
report, committee reports; all motions, by whom made and seconded and action taken (carried or lost).

Signed
SECRETARY

Send duplicate copy to County Extension Office and County Chairman after each meeting.




EDUCATIONAL PROGRAM

What illustrative materials (demonstrations, films, skits, posters, blackboard) were used?

In what ways did those present participate in the program? (Can be discussion, or other.)

In what ways will this program affect the lives of those present?

General comments and other things your group would like to do or learn in connection with this topic?

Results from previous educational programs (ask members to report on this during business meeting). |

Suggestions for other lessons —

TREASURER’S REPORT

Balance on hand previous meeting...........o..ooooooooooiioeee. $ O L

Income for month N L N LI e

Expenditoeny for sl . e T et T B R T SRR e T

Balance on hand $

Send duplicate copy to County Extension Office and County Chairman after each meeting.
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(Name of MAEH Study Group)

Officers Elected for Next Year

Date

To: Extension Home Economist and County Chairman:

The following officers have been elected to serve for the coming year 19........... &

TELEPHONE

NAME
OFFICERS POST OFFICE ADDRESS AND ZIP CODE Exchange and Number

(Use husband’s name or initials & first name)

Chairman

Vice-chairman

Secretary

Treasurer

Send duplicate copy to County Extension Office, County Chairman and State MAEH Membership Chairman by June 1.
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(Name of MAEH Study Group)

Officers Elected for Next Year

Date

To: Extension Home Economist and County Chairman:

The following officers have been elected to serve for the coming year 19

TELEPHONE

NAME
OFFICERS POST OFFICE ADDRESS AND ZIP CODE Exchange and Number

(Use husband’s name or initials & first name)

Chairman

Vice-chairman

Secretary

Treasurer

Send duplicate copy to County Extension Office, County Chairman and State MAEH Membership Chairman by June 1.
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| (Name of MAEH Study Group)

Officers Elected for Next Year

Date

To: Extension Home Economist and County Chairman:

The following officers have been elected to serve for the coming year 19.......... 3

TELEPHONE
Exchange and Number

OFFICERS NAME POST OFFICE ADDRESS AND ZIP CODE

(Use husband’s name or initials & first name)

Chairman

Vice-chairman

Secretary

Treasurer

Send duplicate copy to County Extension Office, County Chairman and State MAEH Membership Chairman by June 1.
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(Name of MAEH Study Group)

Officers Elected for Next Year

Date

To: Extension Home Economist and County Chairman:

The following officers have been elected to serve for the coming year 19.........

TELEPHONE

NAME
OFFICERS POST OFFICE ADDRESS AND ZIP CODE Exchange and Number

(Use husband’s name or initials & first name)

Chairman

Vice-chairman

Secretary

Treasurer

Send duplicate copy to County Extension Office, County Chairman and State MAEH Membership Chairman by June 1.
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Treasurer’s Report

Members’ Dues

Year

Group dues...

County and/or Area ........

isnonv

Alnr

aNnr

AVW

AV

HOUVW

Advnyaad

AIVANYT

¥3gwiadaa

YIGWIAON

¥380100

¥3gWaLdas
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VIyv-"0d

NAMES

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25
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Balance Sheet

NAME EXPENDITURE

DATE (Source of income o to whom paid.) CHECK NO. | AMOUNT INCOME BALANCE




Balance Sheet

19

DATE

NAME
(Source of income or to whom paid.)

EXPENDITURE

CHECK NO.

AMOUNT

INCOME

BALANCE
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Balance Sheet

DATE

NAME
(Source of income or to whom paid.)

EXPENDITURE

CHECK NO.

AMOUNT

INCOME

BALANCE
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Instructions to Treasurer

If treasurer is a different officer than secretary, tear the treasurer’s sheets out of the secretary’s book.
Place them securely in a binder or notebook.

1. When you first take office:

a. Discuss your duties with the chairman and find out if all bills must be presented to the chairman
for OK before you are to issue payment.

b. Consult with the outgoing treasurer
—What your exact duties are.
—At what bank are funds kept and the exact name of organization in which the account is kept.
—Arrange to go to bank with her and get the account changed so it has your name on it.

—Have the outgoing treasurer have her accounts audited by the chairman and one member before
she turns the bank and check book and financial statement with balance on hand to you.

—About county and/or area dues:
how much are they (including 75¢ for State MAEH dues) ... B e S e e

when andsto whHomiare thevesent oi o L e bt it e

2. As treasurer of your MAEH Study Group

a. Receive and deposit all local and county and/or area dues from members. Credit each member with
amount of dues paid on page 17.

b. Receive all moneys for the organization and list date, source of income and amount on page 18,

c. Send county and/or area dues of ... .. ... ... per member to county and/or area treasurer by
................................................ . Be sure name of the study group, your name and address is enclosed
with check.

d. Pay all bills of the organization after they have been OKed by the chairman.

e. Record date, to whom paid, and for what purpose on Expenditures, page 19. Figure balance on

hand once each month and record in balance column.

laal

At each monthly meeting prepare and give a treasurer’s report in writing to the secretary so that
she may record it on the back of the page of her secretary’s minutes.

g. Once a year and at the close of your term of office prepare a statement of
—balance on hand when you took office
—sources and amounts of total income
—total expenditures

—balance on hand at close of year or close of term.

Have chairman and one member audit your report before you pass account on to next treasurer.




Cooperative Extension Service Programs are open to all without regard to race, color, creed, or national origin. Issued in furtherance of cooperative
extension work in agriculture and home economics, acts of May 8, and June 30, 1914, in cooperation with the U.S. Department of Agriculture. Gordon E.
Guyer, Director, Cooperative Extension Service, Michigan State University, E. Lansing, MI 48824.
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