
& CALL MEETING IO ORDER _ The presidlng officer calls meeting to order.

3' QUoRUM - is seven (7) members, two (2) ofiicers, for a totar of nlne (9) memberspresent to conduct any official buslness,

4 _ Copies can be distrlbuted; Chaptersecretary r"rdr th. ,Grtilffi omiu, asE ir*,"rr.r. any corrections oromlsslons' lf none, Presldlng om.uiurr,, ror, *oio,ri"'*..0, the minutes, then asecond, then asks ,All ln favlr,,, ,,any 
opposed,,; if maJority in favor, ,,Motion 

carried,,,

! READING oF TREAsuRER's REPORT - Treasurer reads the financiar report. presidingofficer asks lf there are any co,rections or omissions. lf none, presldlng officer asks for a

ffil::J:,,ilr||:Hl,ffiH':i,,."j;[.in"" , '..,,j, ir.,'",',;,,s ,Ar in;.;;;;l;;;'

o cOMMITTEE REPORE - Presiding officer asks for report from any standing comminees,(Not usua'v ro',mrn6e, unt"r, plJriuiv somett,ing specrar approaching).

oLD BUslNEss - presiding offrcer asks for any ord or unfinished business from theprevious meeHng,

NEW BUslNEss - (includlng issues/correspondence) - presiding of,Ficer asks if there isany new busrness, This rs when you ois.rss issues & correspondence received,

9. 
ffiERAL 

DrscusroN - This is where members bring up any ltems of concern they may

ia.mH:I,*n.'ememberscanbrlngUpanyspecialrecognltionsor

11' ADJ0URNMEIu - Presiding officer asks "ls there any other business to come before thrsbody"; hearing none, someone makes a mofion to adjourn, then second to mo'on, ,A1ln favor", ,,any 
opposed,,, meeting ,OtLurn.O at (time),

sergeant'at-errnirnust check everyone rn & have them sign up if not a member,
[:T.t:[t:',*"] I:1t-iteting' call on p.opr* to spear< so others can hear,Watch the time so no one isiate refoffifor work,

7r

8,



by (Nome) at (time)

L PLEDGE OF ALLEGIANCE and a moment of silence

L

I - (Name) mskes a motion to accept

4-. TREASURER'S REpoRT (rs read by Treasure r) (Name) mokes a motion to accept thereport, (Name) seconds, motion carrled.

5' ol-D BUslNEss - Presldlng officer asks for any old or unfinished business from theprevlous meeting,
a NEW BUslNEss - (lncluding issues/correspondence) - presrding officer asks if there isany new business. This is when they discuss issues & .orr*ponoance received.z 

mAL 
DlscussloN - This ls where members bring up any items of concern they may

8t GooD AND WELFARE - This ls where members can bring up any speciar recognitions orspecial needs of the members,

(For#5, #6,#i,#8, you can make generar notes,but add anyone,s Nameif it,s animportant issue,-or something thai will be followed *lrl, is a matter to be voted upon(i,e, sending a grft basket to a member), you must capture their Nome, Motion & v,thoseconds the modon, & the vote outcome,)

9' ADJ.URNMENT - (Name) makes a motion to odjourn, (Name) seconds, meetingadJourned st (time).

(Type what is itattcized obove,)

ADDITIONAL NOTES:
lf you don't know a membert name for your minutes, ask them to spe, it,The top of the minutes should show the date & time.
It is professional to sign the minutes at the end (i.e. Respectfully submitted, your Name,Chapter Secretary)
when nominations/casting a vote occurr all the information must be recorded in theminutes, (Call for assistance when that happensl)
F ax 7 32-247 -242 4 or e ma i I l-ot:i, l I S !, rr) r;r,- r
every month to rocat=rgi'r!''!si'L?:-iiallu::ii-!?!!iili 

a copy of the minutes & sign-in sheet



During the monthly chapter r[leeting, you willreport on the chapter,s finances to the membersdirectly after the secretary reads thE mlnutes from the previous meeting,

Your report should be as follows:

Our bank balance at the start of the last month was

Then read out anything chapter money was spent on:We bought refreshments foi the .t'r.p1r'ru.ting that cost s_,

[?.Jri:Jr",,:her 
expenses; For exampte, ,,we 

sent a get-we, gift basket to a stck member

This quarter we receiv.ed our per capita check from the Locar: s(You wlll receive thrs check urlrv qu.n"l'afte, firing your quarterry report to the LocaiTreasurer, & you,ll deposit it into tt," .t,rpiu,. checking account,)

That leaves us with a balance of

The chapter Presldent or Presiding officer asks rf there are any questions, corrections oromissions' lf none, the President Jr presiding officer .rti, io,. a motfon to accept theI;,iliX :::r?*.in.r 
a second, then asks ,arl in ruoor,,, iun-, oppor.d,,; ir majority,

ADDITIQNAL NOTES:
Keep track of the chapter,s checkbook. lt is your responsibility.Keep allrecelpts, Receipts must be turneU in with your euarterly Report,January/February/March quarter 1 euarterly Report due AprilApril/May/une 

euarcer 2 euarterly Report due JulyJuly/August/September du.n.r 3 euarterly Report due October.ctober/November/December 
eua.ter 4 euarterly Report due ianuary

Any questions, call the Local Treasurer 7gZ-247 -WSA.

5_,



Chapter balance as of this date is (Total on hand minus the
total expenditures)

Give this report to the Chapter Secretary to send to the
sh eet,

s

s

Trd.y,r Drt.

Local Office with Minutes & Sien-in

MONTHLY TREASURER REPORT

Flllin the amounh from your bank account shtements & read at your chaprer meerrng,

Chapter bank balance at the start of the last month was S

Chapter per capita check received from the Local (if any)

Total on hand:

Chapter Expenditures (list reasons for expenditures)

s

)

S

s_
Total expenditures: S

ADDITIONAL NOTES:

Keep track of the chapter,s checkbook. lt is your responsibility,

Keep all receipts. Receipts must be turned in with your euarterly Report.

Any questions, call the Local Treasurer 7gZ-247_Og5O,

Report given by:

Chapter Treasurer or. Other-haffiOfficer,



Chapter Name:

Local 195, IFPTE AFL-CIO

Quarterly Financial Report
Approved for payment

Authorized Signature

+$
Date:

Balance at beginning of quarter:

lncome:
Per Capita Received:

Other: (if any):

Total Income:

+)

Total funds on hand this quarter before expenses and deductions

+$

Expenses:

Rent for meetings:

Refreshments

Travel:

Telephone:

Postage:

Good & Welfare:

Stationery:

Other:

Total Expenses:

(Brief Explanation)

-S
Balance at end of quarter after expenses:

Note: A copy of this stdtement olong with your bonk statement must be sent to the Locol Office each quorter.
Cancelled checks ond/or receipts must be kept for your records, os expenditures.

Signed: Signed:
(Two Signatures Required: Chapter Treosurer & Chapter President or Designoted Officer)

Preferably we ask that the Treasurer and Chapter President both sign the report. A chapter person (secretary, steward, member) can sign

in their place if one is not available. ln any case, we must have two signatures.
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