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Suggested Form for Taking Minutes


Date


The regular meeting of Chapter ____ was opened in due form by president




 at the home of 
at 
(time)

By general consent 
 served as 



 served as


and 
 served as


MINUTES – Minutes of the last regular meeting were approved as read (corrected).

Minutes of interim special meetings are read at this time.  Minutes for each meeting are approved separately.

INITIATION - 
 was initiated

REPORT OF TREASURER

1.  Roll Call


members responded to roll call 

(If members arrived late) __________ responded and ____________ came in after the roll was called.

2.  Financial Report

Total Receipts 

___________Total Disbursements 

___________Total Chapter Assets

3.  BILLS

REPORT  OF CORRESPONDING SECRETARY

Record the recipient (s) and subject(s) of correspondence sent  

Record name of writer of each letter and brief statement of subject matter.

If a transfer is received, record as last items:  “A letter of acceptance for transfer in of ________________(name) from Chapter ____________________State of _________________ was read.”

Or for a member transferring out: “A notice of transfer out from the P.E.O. Executive Office was read showing the acceptance on ______________(date) of _____________(name) into Chapter ______________State of _______________.”

CHAPTER BUSINESS:

Committees:

Unfinished Business

New Business
PRESENTATION OF NAMES FOR MEMBERSHIP/PROPOSALS for MEMBERSHIP/BALLOTING:

If a name presented does not receive the signature from three sponsors, record “A name was presented for membership.”  If that name does not receive three sponsor signatures at the next regular business meeting, no further record is made.  You do not list the name of the woman presented for membership until after a favorable ballot has been received.

When a name does not receive the required three sponsor signatures record, “A name was proposed for membership.”  Again, do not list the name proposed in the minutes until after balloting favorable.
Balloting -The name of _______________________proposed on __________, sponsored by 

_____________________________, _________________________ and  ___________________________________________ was balloted upon favorably.

ELECTION AND INSTALLATION (Record names of members elected and installed.)

REMARKS BY VISITORS

SUGGESTIONS FOR THE GOOD OF THE CHAPTER

The meeting was closed in due form by the president.


Recording Secretary

Approved/Date Approved

Program or social hour is added as a footnote.
