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W.I. STATIONERY

ohtainable from THE NATIONAL FEDERATION OF WOMEN’S INSTITUTFS.
MINUTE BOOK (for Minutes of W.I. Committees), 2/~
RECORD BOOK, 1/6. ACCOUNT BOOK, 2/6

N B.—The complete set of three books may be obtained for 5/3-

WRITING PADS (lined or unlined), 75 sheets, gd. each.

50 with thin sheets for carbon copies, 1od. each.
ENVELOPES, 1/- per 100 RECEIPT BOOKS, bd.
POSTCARDS, 1,- per 100. AGENDA CARDS, 1/- per 100.

W.I. BADGES, 1od. each.
POSTERS for MONTHLY MEETINGS, 6d. a dozen, 2/6 per 100.
each. TLarge Posters 1d.

WHIST DRIVES, DANCES and other Social Activities, 2d.

23

Handbills, 3 a 1d.

1 a full list can be abtained free from the

All N.F.W.1L stationery and leaflets are sent post frec and
| Secretary, 39, Eccleston Street, London, 5.W.1.
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HINTS TO SECRETARIES ON KEEPING RECORDS AND
DOING THE WORK CONNECTED WITH INSTITUTE
MEETINGS

] ] This hn_mk :'-'.I!f_:}:ld be used for the records of W.I. Monthly, Annual and any
Special Meetings, Minutes of committee meetings should be kept in a separate book.

~One of the duties of a W.I. Secretary is to keep records of all Institute
meetings,

Records should be clear and coneise. The date, time and place of the meeting,
the name of the chairman, and the number of members and visitors present, must
he recorded. Concerning the business part of the Monthly and Annual Meetings,
the records should be similar to the minutes of a committee meeting, stating the
subjects discussed, any decisions which have been reached and resolutions which
have been carried, as well as the names of any new members admitted. No detailed
account need be given of discussions or talks, demonstrations, ete., but such particu-
lars as the title of the talk and the name of the speaker should be recorded, as well
as the items in the social part of the meeting.

The Secretary will find it easicr to write good records il she takes clear, short
notes arranged under the headings of the agenda which has been drawn up by the
Secretary and President, Tt may be helpful to time this agenda.

The Secretary is responsible for making business-like arrangements for every
meeting.  In planning thie Annval Meeting the leaflet, Annual Meetings in Women's
Institutes (free), will be found helpful,

The Sceretary and President should co-operate in preparing the report from
the committee to the Monthly Meeting. The Secretary should be careful to bring
with her to the meeting all letters, etc.,, which will be needed and to have these
arranged in order,to avoid waste of time, She should remember that information
contained in letters from the National and County Federations, and any other impor-
tant matters concerning W.I. work. must be brought before the whole Institute.
Questions nupon which the opinion of the Institute is asked should be put. to the
niceting and voted on, together with any recommendations which the Institute com-
mittee may have made.

Speakers and demonstraiors should be told beforehand how much time they
are allowed and given not only the hour and place of the meeting but the best
method of arriving and leaving, e.g., time of train or 'bus both ways. In writing to
invite speakers, it is courteous to enclose a stamped addressed envelope or post
card for reply.

The Secretary should remind the committee to appoint members to move any
necessary votes of thanks at the Monthly and Annual Meetings, and she is respon-
sible for seeing that the appeinted members have becn asked to do this.

At each meeting hefore any business is discussed, the record of the previous
meeting should be read, corrected if nccessary, formally approved by members
present and then signed and dated, in ink, by the chairman. Records when signed
cannot be altered. After they have been signed any business arising from them
should be discussed.

Every Seceretary should possess an up-to-date copy of the NATIONAL
FEDERATION HANDBOOK, price 6d., which contains fuller information about
the duties of a Secretary, the arrangement of meetings, etc, and is published each
year by the NNF.W.I, 39, Eccleston Street, London, S.W.1.
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