
SECRETARY’S INFO – BY MONTH

APRIL:
> Read “Duties of the Worthy Matron”.  Sec. 1901 of C&BL

> Send March Monthly Report to Grand Secretary

> Send Year-End Report to Grand Secretary


   (When doing the report, check for any upcoming 50-year members; list separately to order several months before due).

MAY:
> Dues are delinquent if not paid.  Mail written notice (on forms provided).


> Send April Monthly Report to Grand Secretary.  Keep a copy of the long form.


> Make sure to read this report in Chapter, and state in the Minutes that it was done.

JUNE:


> Send May Monthly Report to Grand Secretary 



> Order corsages for Grand Chapter (refer to Chapter By-Laws & S. Rules).




> Keep a copy of the order form and take with you to Grand Chapter.

JULY:


> Send June Monthly Report to Grand Secretary 

AUGUST:

> Send July Monthly Report to Grand Secretary 

SEPTEMBER:

> Send August Monthly Report to Grand Secretary 


> Read Jurisprudence Report & Irregularities (or make copies to hand out if so indicated by Gr. Sec.)  If copies are made, indicate this in Minutes.




> Send 2nd Reminder on dues not yet paid (use the same forms).

OCTOBER:

> Send September Monthly Report to Grand Secretary
NOVEMBER:

> Send October Monthly Report to Grand Secretary
DECEMBER:

> Send November Monthly Report to Grand Secretary
JANUARY:

> Send December Monthly Report to Grand Secretary

> Review donations already made to various charities.  Give info to WM so action can be taken on others.  Get all donations done this month so they get recorded in the proper term of office. (C&BL Sec. 901, #1 in Grand Chapter Office on or before March 1st)

> Type up the Dues Receipts for ALL members (leave the date & receipt # blank).  Add the Chapter Seal.  Sign all of them.  Fill in the Date & Receipt # for the Life/Honorary members, and any who may have paid in advance. Mail these out to the members.
 


> Send “Final Notice” dues reminder to any still not paid.
FEBRUARY:

> Send January Monthly Report to Grand Secretary 




> At the Stated Meeting:



- Filings for office are read the February meeting.

MARCH:

> Send February Monthly Report to Grand Secretary 



> At the Stated Meeting:


- Elections.  Have the “election procedure” info handy for WP to use if only one candidate for each office.


- If dues are not paid, mail written notice (on forms provided).  Give the list to WM, but DO NOT read in Chapter.




> Prepare books for Year-End Audit.
E Star Forms/Secretary’s To Do List

